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Clubware Manual

About Clubware

Clubware is a complete health club and sports facility management software package.

It gives you full control of all aspects of club management, for small, independent clubs or large,
multi-site franchised operations.

Functionality includes, but is not limited to:
e Full member and membership account management.

¢ Management of members’ details, fitness profiles, fithess programs, assessments, classes,
bookings and activities.

e Complete and comprehensive class management, from small single-site events to multi-site,
multi-venue programs.

e Arrivals control and management with the ability to manage multiple entry zones within a site.
e Point of sale, retail management and full stock control.

e A comprehensive calendar feature for members, resources, classes, bookings and staff time
allocations.

e Effective and easy-to-use reporting, correspondence and email tools.
e True multi-site functionality for all of the following environments —

e Wide Area Networking (WAN)

e Local Area Networking (LAN)

e Terminal Services

e RemoteAPP

e Support and synchronisation with leading billing companies.
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Clubware supports the following hardware specifications:

Processor: PC with Pentium 4 processor or higher
Server Operating system:

e Microsoft Window Server 2008

e Microsoft Window Server 2012

¢ Microsoft Window Server 2016

¢ Windows 7 Professional

e Windows 8 Professional
Client Operating system:

o Windows 7 Professional or higher
Memory (Minimum):

e Database Machine: 8GB

e Client PC: 4GB
Hard Disk Space:

o Database Machine: Sufficient free space for Clubware Databases and Clubware software
(10GB),

¢ Client Machine: Sufficient free space for Clubware software (500MB)
SQL Server 2012 to SQL Server 2017
CD/R or CD/RW, Tape Drive, USB Drive (for back-ups)
VGA or higher-resolution monitor: Super VGA recommended
Serial scanner
USB scanner (HID compliant)
Epson compatible receipt printers
Laser printers

Cash drawer (can use serial or USB com kick connection, or plugged directly in to receipt
printer)

Serial ports (require one port for each serial device — physical or virtual)
Sound Card and speakers (not essential, however useful for sound features in Clubware)
Serial Turnstiles

Paxton Access Control Hardware using Net2 Version 5.02.2525, 5.03.4427, 5.04.6217 and
6.1.8113 software

Inner Range Access Control Hardware using Integriti Version 4 up to Integriti Version 19
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e Windows 7 Professional or higher
e CPU: Intel Core i3 or better

e 4GB memory

e Windows 7 Professional or higher
e CPU: Intel Core i5 or better
e 8GB memory

e Microsoft Window Server 2012/2016

e CPU: Intel Xeon, Intel Core i7

e Dedicated Database Server,

e 8GB memory free for SQL Server (suitable for up to ten branches)
e 512MB memory per thin client connection

e Microsoft best practices

¢ |If the central database is going to support more than ten branches, we recommend
enlisting an IT provider to recommend your hardware requirements.
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For support in operating Clubware, please use the following contacts:

New Zealand Australia United Kingdom
Email
Phone | 09 481 0490 1800 114 777 03 332020197
Web

Remote access is mandatory to provide ongoing support. Our preferred remote access method is
TeamViewer. TeamViewer can be accessed through Clubware by selecting “Help” and “Clubware
Remote Support”.
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Navigation

Clubware uses an interface similar to Microsoft Outlook™. This familiar design makes it easy for
users to learn how to navigate within Clubware.

Clubware uses three main levels of navigation — the main menu at the top of the main screen, the
navigation panel on the left side of the main screen and shortcut keys. These items are outlined

below.
Main Menu

File View Go Tools Synchronisation Help

_-,’J j £ 1 4 Print )| Print Preview ﬂ ﬂj 2))
File

The File menu gives access to the following functionality:
Print: Prints the active home screen.

Print Preview: Previews the print of the active home screen.
Print setup: Sets up the printer for Clubware.

Exit: Exits the application.

View

The View menu gives access to the following functionality:
Navigation Panel: Hides or displays the navigation panel.
Toolbars: Toggles toolbar display on or off.

Status Bar: Toggles the status bar display on or off.

Go

The Go menu will navigate the user to the following sections within Clubware:
1. My Ctrl +0
2. Front Desk Ctrl+1
3. Members Ctrl + 2
4. Calendar Ctrl + 3
5. Retail Management Ctrl+ 4
6. Classes Ctrl+5
7. Term Classes
8. Reports Ctrl + 6
9. Correspondence Ctrl +7
10. Administration Ctrl +8
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Quick navigation to each of these sections can be made by using the associated short key
combination.

The Tools menu gives access to the following functionality:

New Login: This feature allows users to switch who is logged into the program without having to
close and restart the application.

Backup Database: A backup of the database can be performed from this menu item.

Error Log: System errors can be viewed from this menu item.

The Synchronisation menu gives access to the following functionality:
Sync with (Billing Company Name): Perform a manual sync with Billing Company.
Sync with Access Control: Perform a manual sync with Access Control software

Sync with Member Website: Perform a manual sync with Online Bookings Portal

The Help menu gives access to the following functionality:
Help: This gives the user access to the Clubware Help Manual.

Clubware Remote Support: This will run our remote support tool for connecting to your machine for
remote assistance while talking to a support person over the phone.

About Clubware: This gives users information on the version of Clubware they have installed and
other system information.

6 o My
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Navigation Panel

The navigation panel groups together items with similar functionality for easy access. Each bar on
the panel represents a section of similar functions. By clicking on a bar, you can see the list of
functions within that section.

The functions within the Members bar are shown below.

On the right of the navigation panel is a dashboard that allows quick access to items within a section.

Often a dashboard will also have shortcuts to functionality associated with the section you are in.

—

Go Tools Synchronisation Help

Print

o My
& Activities (13)
5| Calendar
\ad Favourite Reports
0 Announcements
¥ Front Desk
&F Point of Sale
&7 Arrivals
&R Activities
E8 Timetable
& Members
& Members
& Prospects
& Groups
4 Unmatched (60)
7 calendar
@ Resources &Instructors
[*9) Bookings
&3 Class Calendar
(23 Combined Calendar
&5 Staff Roster
&# Retail Management
& Classes
{3 Term Classes
\ad Reports
[ | Correspondence
s Administration

[dl_Print Preview [

The functionalities of these sections are outlined in subsequent pages of this manual. Each section
has two sections, an Overview and How To section.

Clubware Manual
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Clubware has built in shortcut keys to speed navigation within the system.

When familiar with these shortcut keys, a user can quickly navigate to one of four main areas of the
system with two keystrokes.

The Members home screen, for example, can be accessed using the shortcut key
Ctrl + F8, as shown below. Shortcut keys can be used from anywhere in the system.

Members vﬂ

& New Member
&, Members (Ctrl +F8)
,:2 Unmatched

All shortcut keys are explained below.

Shortcut to open another Clubware session for a new user.

Shortcut to the Members’ home screen. This allows direct access to adding, editing and deleting
members from the Members home screen under the Members section on the navigation panel.

Shortcut to the Resources & Instructors View. This allows direct access to the combined calendar
view under the Calendar section on the navigation panel.

Shortcut to the Timetable screen. This allows direct access to the Timetable screen under the Front
Desk section on the navigation panel.

Shortcut to the Arrivals screen. This allows direct access to the Arrivals screen under the Front Desk
section on the navigation panel.

Shortcut to Add an Arrival. When this is used the ‘Choose a Member’ screen displays.

Shortcut to the POS (Point of Sale) screen. This allows direct access to the POS screen under the
Front Desk section on the navigation panel.

Click F1 to display the Clubware Help menu. This is effective anywhere within Clubware.
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How to use the Main Menu

Changing the logged in user

This feature allows users to switch who is logged into the program without having to close and restart
the application.

Permissions for the user change accordingly.

Tools | Synchronisation Help
&  Mew Login Ctrl+F5 ]

8" Backup Database

MNavigation
wh My E Error Log

.

Step 1. Select Tools | New Login from the main menu or use the keyboard shortcut Ctrl + F5.

The Clubware login screen displays.

< )
L ot
N

w5
clubwoare
Branch: ‘Club Demo HO v
User Name: Admin v
Password:
Login Cancel

Step 2. Click on the drop-down list to select the branch (if applicable), select user and enter the
password, then press Enter or click Login.

You have completed the steps required to change the logged in user within Clubware.
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Backing up the Database

Clubware is now programmed to back up on a scheduled basis. Should you need to manually run a
backup, follow the below tutorial.

This tutorial describes the steps required to back up the database within Clubware.

Step 1. Select Tools | Backup Database from the main menu as shown below.

File View Go | Tools | Synchronisation  Help
3 o | = | & New Login Ctrl+F5 ]
| % Backup Database |

Navigation

wf My E‘ Errar Log

Note: The cursor changes to an hourglass while the database is backed up.

A confirmation message displays when the process is complete.

¥ Database Backup X

Backing up database, please wait...
Backup Complete,

Step 2. Note the location of your database backup from the Progress Indicator screen above.

If the facility is responsible for taking backups offsite, navigate to this location via My Computer, and
copy the clubwarebackup.dat file onto an external storage device and take offsite daily.

Step 3. Click Close.

You have completed the steps required to back up the database within Clubware.
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Viewing the Error Log

Occasionally Clubware will encounter errors. If you require more information, it can be found in the
Error Log.

This tutorial describes the steps to view the Error Log within Clubware.
Step 1. Select Database | Error Log from the main menu as shown below.

Fle View Go |Tools | Synchronisation Help
S =4 == | 5 | & New Login Cirl+F5 Wl | @
Backup Database

Navigation =
Y |E Error Log |

Step 2. The screen below displays.

&l Error Log == O X
43 Exit (' Refresh ./ Filter: Last 7 Days

Date Description | Note Source Version A
28/11/2018 8:56: 13 AM .. | .Net SqiClient Data Provider
27/11/2018 10:48:52AM  Exception... .Net SqlClient Data Provider 4.2.0.380
27/11/2018 10:48:34 AM  Exception... Net SqiChent Data Provider  4.2.0.380
27/11J2018 10:48:32 AM  Exception... Faied toru... .Net SqiChent Data Provider 4.2,0.380
27/11/2018 10:48:30 AM  Exception... .Net SqiClient Data Provider 4,2.0.380
27/11j2018 10:48:11AM  Exception... Failed toru... .Net SqlClient Data Provider 4.2.0.380
27/11/2018 10:48:03 AM  Exception... Net SqiChent Data Provider  4.2.0.380
27/11/2018 10:48:03 AM  Exception... Net SqiChent Data Provider  4.2.0.380
27/11j2018 10:47:56 AM  Exception... Net SqiClient Data Provider 4.2.0.380
27/11/2018 10:41:15AM  System.T... DebitSuccess.ClubwareNet....  3.2.0.13
27/11j2018 10:41:08 AM  System.T... DebitSuccess.ClubwareNet.... 3.2.0.13
27/11/2018 10:10:08 AM  System.Ar... Exceptionc... 'SD.LLBLGen.Pro.ORMSuppo... 3.2.0.13 )
Record: 4 o 10f 13 p Pl
Error Description:
App version: 4,.4.0.137 ~
Database Backup Failed

Error source: Net SqlChent Data Provider

Exception:

System.Data.SqlClient.SqlException (0x80131904): Cannot use the backup file 'C:\ClubwareData\Backup
\Pemo\dubwarebadkup.dat' because it was orignally formatted with sector size 512 and is now on a device

with sector size 4096, v

- (o] o

Main Points:
Main screen: This is a list of all errors encountered by Clubware in date order.

Error Description: This is the most relevant information regarding the error. This provides
information on when and where the error has occurred.

Copy: This allows you to copy the Error Description to the Clipboard for your computer. This
information can then be pasted into an email or word document if required.

Step 3. Click OK to close the Error Log.
You have completed the steps required to view the error log within Clubware
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Synchronisation

Synchronising with a Billing Company

If your site uses a billing company, Clubware has the ability to share information between the billing
company and your site. This removes the requirement to re-key information provided by the billing
company.

This tutorial describes the steps required to synchronise with a billing company within Clubware.
Using the Sync with Billing Company option

Step 1. Select Synchronisation | Sync with Billing Company from the main menu within
Clubware, as shown below.

Fle View Go Tools Database | Synchronisation | Help
S = == | = print [3 PrintPre @9 Sync with Debitsuccess
E3 Sync with PaySmart

Navigation
@9 Sync with Access Control

Step 2. The Synchronisation screen displays as shown below in the bottom right hand corner of the
screen. You can check the progress of this sync from Administration | Service Jobs. These boxes
will close once the sync has finished.

e (3
Receiving account changes from Debitsuccess
Status: New
| — 3
—_———eeeeeeeeee]
e 3

Sending account changes to Debitsuccess
Status: New

During the synchronisation process, Clubware attempts to match billing company members and
Clubware members. Sometimes, however, members can’t be matched and need to be matched
manually.

See the tutorial, Processing Unmatched Records for information on how to correct this.

You have completed the steps required to synchronise with a billing company in Clubware.
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Branch

Changing branches

This feature allows a Clubware User to quickly switch between branches without having to close and
reopen the application. A branch selector drop-down box is accessible during the Clubware login
screen or via the top right-hand corner of the screen

A user can switch between branches in Clubware if both their machine and their security group allow
them to. To configure this feature:

Step 1. Ensure the machine (Administration | Machines) is configured to allow switching. Refer to
the tutorial Adding a Machine for instructions on how to do this.

& Machine: DSAUS083 - X

Location Branch: ~ Club Demo HO Q
Defauit Zone: [Zone1] IS
Allow Switching Between Branches
M king, Gemi

Step 2. Ensure the Security Group Policy (Administration | Security Groups | General) for the user is
configured to allow switching

Clubware Manual My e 13



) Security Group Policy: General (for Club Users) X

et ks o

Name Value
a Grid_Max_Limit_Show_All | /|
‘%  Allow_Branch_Change M

Note: It is not recommended to switch between branches if the machine running Clubware is
monitoring an entry zone device or configured for Point of Sale.

Step 3. Restart Clubware to load the branch selector.
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My

Overview

Clubware has introduced a user specific area called My.

In this area the individual user who is logged in can have access to their important
information/resources quickly.

Navigation
& 1| actte SO clendor U cevewtenepors A
& Activities (658) E Activities m Calendar G Favourite Reports
[ Calendar
lad Favourite Reports Announcements _
# Announcements (1) ) Announcements
5§ Front Desk |
Activities

Individual user activities can be scheduled and viewed from the My section of Clubware. The
activities home screen displays a schedule of tasks, such as member correspondence, and highlights
overdue tasks.

You can also use the Include Completed Activities (yes or no, tick and cross) option to be
displayed.

Calendar

Calendar is a feature for instructors to view their personal commitments for the day, and to enable
them to organise their work days effectively.

Favourite Reports

These reports allow the user to access frequently used reports without having to search through the
reports module.

It can be personalised to show only reports important to the user’s role.

Announcements

Announcements are a versatile form of communication for a Clubware user. They can be marked as
read or closed on a per user basis. The purpose of this is to ensure all staff can view important
information and notes without having to leave Clubware. (See Creating an Announcement)
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How to

Activities

This tutorial describes the steps to add an activity in Clubware.

Adding an Activity

Step 1. Select Front Desk | Activities from the navigation panel
The Activities screen displays in the main panel.

Step 2. Click Add. A New Activity screen displays

Enter details as shown in the example below.

43 [Club Demo HO] New Activity — O X

b save D) O

General

.Acﬁvity For ... | Josh Flighty Q‘\\ Assigned To: Bill Smith L&
Date Due: 28/11/2018, 2:43 PM b Duration (Minutes): i
Reason: ' 1Month Follow Up ¥  Result: Continue as normal >
Completed O

Notes: Call the member to see how things are going

Main Points:
Activity For: Click on the magnifying glass to search for the required member.

Assigned To: Click on the magnifying glass to search and associate an activity with a staff
member.

Due Date and Time: Enter the date and time this activity should be completed.
Reason: Select the reason that describes the activity required for the member.
You can add new reasons and results in Administration | Lookups.

Result: Select a result for the activity when it is completed.
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Completed: Check this box when the activity has been completed. When you complete an
activity, the completed date and time will display.

Completed M [8/11/2018, 2:46 PM

Step 3. Save and Exit the New Activity screen.

You have completed the steps required to add an activity for a member in Clubware.
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Linking Activity Types to Activity results

When you assign an Activity Type you can customise the Activity Results which will appear for this
Activity Type.

You can add new reasons and results in Administration | Lookups.

Refer to the tutorial, Adding a Lookup Item for instructions on how to do this.

You can link a set of results to a reason so that only those results appear in the drop-down box.

This enables to you to view only those selected results instead of scrolling through the complete list,
as shown in the example below.

& [Club Demo HO] New Activity = O X
General
Activity For ... Josh Flighty @,  Assigned To: Smith Q
Date Due: 28/11/2018, 2:43PM v
Reason: | 1 Month Follow Up v| Resuit:
Completed M [8/11/2018, 2:46PM |
Notes: " Call the member to see how things are going Just Looking
New meeting scheduled
New Program
Not a lead
Not Specified
Sale v

[Club Demo HO] New Activity

You have now completed the steps required to link activity types to activity results in
Clubware.

18 ¢ My Clubware Manual



Favourite Reports

Running a Report
This tutorial describes the steps required to run a report from Favourite Reports in Clubware.
Step 1. Select Favourite Reports from the navigation panel, as shown below.

i My
&} Activities (69)
ﬁ Calendar

¥ Favourite Reports
¢l Announcements (1)

Step 2. The Favourite Reports List screen displays in the main panel.
Select the report you want to run.
Note: If the Report has a filter name populated, then the report will run based on those filters.

If the filter name filed is blank, the report filter box will appear allowing you to select from the pre-set
criteria or create a custom report.

Double Click the Report, or click Run Report from the toolbar, as shown below.

Favourite Reports

| | Name | Filter Name

: Female Members
ember Listing ew members
% Member Listi N b
&% Overdue Member List Overdue Members

Step 3. The screen below displays.

The report has successfully run based on preselected criteria.

You have completed the steps required to run a favourite report in Clubware.
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Configuring an Individual Favourite Report

This tutorial describes the steps required to configure an individual favourite reports within Clubware.

Step 1. Select Reports | Reports List from the navigation panel, as shown below.

ls4 Reports |

i Scheduled

Step 2. The Reports List screen displays in the main panel. Select the report you want to run.
Double Click the Report, or click Run Report from the toolbar, as shown below.

Reports List

| Add [ Design | Delete Run Report ‘4 View Report Layout

Step 3. Choose a criteria set, or create and save a custom criteria set. Click OK to run the report.

“@ Report Filter ¢
Field: Comparison: Compareto:
Branch_Name ~ equal to 'j D current branch v
and ( (| Member_Status ~lis one of v 0 Active, Hold v) )
ra‘d - v;
| preview Data | [ Open the Activity Wizard after report has run [Cox ] concel

Step 4. Choose to Favourite the report from the report toolbar

"7 Favourite

n BESe s s

You have completed the steps required to configure an individual favourite report in
Clubware.
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Configuring the Favourite Reports list for a Security Group

This tutorial describes the steps required to configure the favourite reports list within Clubware.

Step 1. Select Administration | Security Groups on the navigation panel as shown below. The

Security Group screen displays in the main panel.

Navigation

74 Administration

Access Control

&F Account Fees

&3 Account Reconciliation
¥ Account Templates

© Activity Templates

0 Announcements

% Branches

@ Branch Groups

B 5ranch Closures

(23 Buk Payments

.-1 Corporates

3 Data Design

7} Data Exports

7} Data Exports Scheduled
) Data Imports

1} Data Imports Scheduled
& Entry Cards

99 Exercise Templates

& Fitness Program Templates
‘4, FTP Credentials

2 Lookup Category

& Lookups

&) Machines

%7 Promotions

. Resources

£3) Security Groups

£ Sanvice Johe

Club Demo HO
Cub Users . ... CubDemoHO
CubwareSupport ClbDemoHO
Defadt Administrator Security Settings Clt.b Demo HO

Record: 4 1of 4 b bl

Step 2. Locate the desired security group as shown above.

Step 3. Double click on your required security group. Then select the Reports tab as shown. The
screen below displays.

Clubware Manual

My e 21



1 [Club Demo HOJ Security Group: Club Users = O X

view | View Filter Criteria | Export | Favourite |schedie |
) M w] m]
O} ) O
[ M =] w]
o} %) = =
[ =] M =] m]
) Point of Sale [m] %] [m] [m]
4} Products 0] %] )] (=]
4 Supplers [m (m] (m]
4} Term Class 0] %] =] =
) Vasits (] %] %) (m] (=)
W vsits = =] = =

Step 4. Select the favourite box next to the required report filter as shown below.

_ Group | Report | | View | View Filter Criteria | Export

i

| Favourite

=) Member ) ] ] ]
#}' Accrued Payments Report | ¥ T
) Age Demographics Graph Il [ ¥ M ¥
3} Member List - Emai Addresses ¥ ¥
=) Member Listing ) ] ¥ B 3
Custom @ 7 @ s 1
1 month courtesy call [
4 month courtesy call ] ]
8 month courtesy call i} 2
ActiveHold Members )
Birthday Last Week (Send Via Email) vl ) v 8 ¥

<]
<]
<l
<

Female Members

Step 5. Click Save and Exit. Restart Clubware and the selected report filters will now be visible
in Favourite Reports.

i My o
&P Activities (58)
E Calendar

Favourite Reports

| Filter Name

| | Mame.

=) Report Group: Member
>

¥ Favourite Reports
0 Announcements

You have completed the steps required to configure favourite reports in Clubware.

& Member Listing

New members

@ Front Desk 2 Overdue Member List Overdue Members
& Point of Sale (=) Report Group: Point of Sale
B Armivals & Payment Z Off Summary All of todays sales
& Actvities 25 POS Audit Trail Sales Performed Today y
[EH] Tmetable L 2% Product Z OFf Summary {Individual) Last Week
43 Members 3 25, Product Z Off Summary (Individual) Today
_i Members
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Announcements

How to create an announcement
This tutorial describes the steps required to create an announcement within Clubware.

Step 1. Select Administration | Announcements on the navigation panel as shown below.

Navigation
@ My

A Activities (53)

3 calendar

E Favourite Reports
) Announcements (1)

7% Administration
[ Access contral
@ Account Fees
13 Account Templates
T Activity Templates
¥ Announcements

™% Branches

Announcements
gt Add Edit Delete

| Descript | status | Start Date

||Nane

[ Branch: Metro Fitness HO

We have recent... | Active

~ | End Date | Show o

Step 2. Select Add from the toolbar on the Announcements screen.

A New Announcement screen displays.
Enter information as shown below.

0 [Club Demo HOJ Announcement: Clubware Upgrade

Name: Clubware Upgrade

Start Date: 3/12/2018 v EndDate: -

Description: ! Clubware will be upgraded on Wednesday 05/12/2018. All Staff will experience an outage between 1am and 2pm on this
day. For more information on the new features, please refer to the new release notes. These can be found by selecting
the heading of this announcement.

Hyperlink: http://dubware.com.au/resources
[ show on Dashboard [ aliow Close
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Main Points:
Name: This will be the name of the announcement. The Hyperlink will operate from here

Start Date: The first date the announcement will appear in the Announcements area.

End Date: The last date the announcement will appear in the Announcements area.

Description: Any details relating to the announcement which need to be communicated with
staff.

Hyperlink: Websites and file locations are able to be added to the announcement.
Show on Dashboard: Tick this to display on the dashboard or untick to remove.

Allow Close: Allows staff to close the announcement, ensuring it is no longer visible in the
announcements area

Step 3. Click Save and Exit. The announcement will now be visible by selecting My |
Announcements from the navigation panel.

You have completed the steps required add announcements in Clubware.
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Front Desk

Overview

Clubware offers a comprehensive front desk management system.

Point of Sale, Arrivals and Activities are managed from the Front Desk.
These activities are usually carried out at the entry of your club.

There are also shortcuts to the Calendar from the Front Desk dashboard, allowing users to navigate
to other parts of Clubware while working at the Front Desk.

FrontDes |
ity 5| potorsale NN At N Gledr N
& Activities (68) & sales &1 arrivals (Cirl +F11) a Resources & Instructors (Cirl +F3)

FH calendar &% OpenPOS (Crl +F12) &1 Mew Arrival (F11) Clubware Bookings
|afh Favourite Reports 7 Class Management
#0 Announcements (1) Activities _ L Timetable _ ) Combtr_1ed View
2 s 5 et ) ’
&F Point of Sale &3 New Activity
& Arrivals
£ Activities
ﬁ Timetable
ad Members 3
& Members
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Point of Sale (Ctrl + F12)

Clubware provides a fully featured Point of Sale for selling items or services at your site. These can
include selling stock, membership payments, lodging sales against members and recording loyalty
points.

Clubware has full stock control functionality (See Completing a Stocktake) to compliment the Point of
Sale. Sales can be parked (put on hold) and retrieved as required, as well as recalled later if a receipt
or review is needed.

Clubware handles all payment types and configurable sales tax rates. Clubware also has configurable
Hot Keys. These allow frequently used products to be configured to appear on user defined menus.

A blank POS screen is shown below.

&# Point of Sale

Discount $0.00 -
Sub-Total $0.00

SIS oo,
Total $0.00
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Arrivals

Arrivals log member visits. Arrivals are linked to the Members functionality of Clubware and as such
can provide a tool for displaying relevant member information. Members’ photos, account information
including overdue or expired accounts, members’ bookings and birthdays can be displayed.

e The Arrivals screen also handles concession cards and class arrivals.

e A non-intrusive arrival alert displays member visits as members arrive.

e Historical arrival data can be viewed by using the Arrivals home screen.

Arrivals

&1 New Arrival | & OpenMember 5§ Open Account % Sale !

Arrival Information

First Name | sex |D.0.E. |

Last Name | Branch Mame | Entry Zone |

Account | Last visit + | Last Assessment | Photo
| | | | |
| | | | |
| | | | | Expiry Date

Activities

Staff activities can be scheduled and viewed from the Front Desk section of Clubware. The activities
home screen displays a schedule of tasks, such as member correspondence, and highlights overdue

tasks.

You can also use the Include Completed Activities (yes or no, tick and cross) option to be

displayed.

Navigation

oMy
&2 Activities (13)
3 Calendar
o Favourite Reports

Activities

2

Club Demo HO

Muhammed Ahmad : Jo User

Nathan Jones Brett Jones
19 Aancuncements - Dylan Jones Brett Jones
8 pront sk =] it
&F Point of Sale (] ‘ Lewis Skolnick -Brett Jones
| 5 Arrivals [__|&: : Mr East - Administrator
&. Activites |4 TESTING CubDemoHO 13007/2013 10:14 AM Angeina Jole - Administrator
| Tmetable __|¢§ ADVANCEDPRO... ClubDemoBran,. 27/052013 ~  403PM Mr East Administrator
‘muembas __|¢3 ADVANCEDPRO... ClubDemoBran.. 1505/2013 10:14AM . Ab - Administrator
& Members |19 . CubDemoHO - 1604/2013 ~  .3:04PM John Piro Administrator
- | |@wa Club Demo Bran... . 1504/2013 2:09PM Mr East  Administrator

o frospects & VA Club Demo Bran... - 3/04/2013 10:14 AM Ab :
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Examples of uses for the Activities screen are:

e Use as a diary note for complaints, injuries, reminders for assessments, appointments or
classes.

e Sales staff can use Activities to track prospects.

e Personal Trainers can use Activities for monitoring re-assessments.

Using Activities is a reliable way of staff sharing knowledge.

Timetable
Navigation Timetable
) My (& Refresh (@] 3/12/2018 | Days: 7 7 | FilterBy |
@& Activities (13)
| calendar Today Tuesday, 4 December 2018 Wednesday, 5 December 2018

i Favourite Reports

‘ [19]
% Armeeneds 5:00 AM Cycle
% Front Desk ‘ . ' R [20]
S Point of Sale 6:00 AM YOEd BOXINE B ngé_ ==

&7 Arrivals —— — m
& Activities 8:00 AM CYC|e

Timetable allows staff to see Classes in an easy to read format.

Examples of uses for the Timetable screen are:
e Book Members into sessions either on an individual basis or in bulk
e View remaining position available for specific classes, including waitlist
e Add casual members to Clubware

¢ Make Notes for Staff on an ad hoc basis

The timetable will display:
e Past sessions
e The number of positions available

e If the class has waitlist positions available or completely full

Using Timetable allows you to view your group exercise activities in an easy to read format. These
classes can be created in the Classes module.
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How To

Point of Sale

Configuring Hot Keys

The configurable Hot Keys are placed along the bottom of the screen. When configured, these keys
provide convenient shortcuts for your sales area.

This tutorial describes the steps required to configure and use the Hot Keys.

There are eight available keys by default for you to program to suit your site as shown below and
labelled Menu 1 to Menu 8.

This tutorial describes the steps required to configure, add and use the Hot Keys.

Step 1. Select Administration | Lookups on the navigation panel as shown below. The Lookups
screen displays in the main panel.

Navigation
[ | Correspondence
74 Administration
Access Control
& Account Fees
&3 Account Recondiiation
@ Account Templates
© Activity Templates
0 Announcements
“% Branches
@ Branch Groups
B Branch Closures
Q Buk Payments
“1 Corporates
{3 Data Design
{3} Data Exports
{1} Data Exports Scheduled
{3} Data Imports
{3} Data Imports Scheduled
£ Entry Cards
94 Exercse Templates
& Fitness Program Templates
{4 FTP Credentials
@ Lookup Category

nooooofJoooooooooooooo

‘i

HE

Step 2. Locate the HOTKEYMENU Category as shown above.

Step 3. Double click on your required Menu Key. The screen below displays.
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4, [Club Demo HOJ Lookup: Menu 8 — O X
et |3 e [0 o

Category: HOTKEYMENU

Lookup Value:

| Last modified by Administrator_on 17/04/2007 4:24:10 PM

Note: You can select Add from the Lookup Tool Bar to create additional hotkeys if more are
required. Clubware has the ability to add more Hot Keys as required.

Step 4. Enter a new menu name in the Lookup Value field. Make sure the category selected is
HOTKEYMENU

Note: Examples of names could be Drinks, Shakes, Supplements, Protein Bars, Merchandise,
Casuals etc.

Each Hot Key contains twenty five available keys. This enables you to group similar items together
under one Hot Key.

Step 5. Click Save and Exit.
(When you enter the new Lookup Value name, the Save button becomes available).

When you have completed your Hot Key Labels, you need to amend each product screen to reflect
your choices.

Step 6. Select Retail Management | Products on the navigation panel as shown below. The
Products screen displays in the main panel.

|
[y ~||[3,208 (2 edt &) psete | [3 Dupicate
& Actvities (13) R—
0 Calendar | Product | Group Branch |Barcode  « | Retad | In Stock
B coversa s |8 Coke Can Point Drinks Club Demo HO $3.00 100
¥ Coke Eotte Drinks Club Demo HO $4.00 234
__“19 Annolrcemenia (1) | PT Sesson Casual Drinis Club Demo HO $45.00 [)
| & Front Desk | RFID 247 Token Marchandss Club Dema Branch 8 $25.00 10
&} Pointof Sale L T-sirt Club Demo HO $25.00 E
B Arrivals ¥ Cash Credit Club Demo HO $0.00 -1 |
&3 Activities B | Water 1L Club Dema HO
T metable | Heath Bar 200gms Supplements Club Demo HO 312.., 2.0 53 |
| 83 Members |18 Cosual Workoutin the ... Interndl Club Demo HO 12541245... $120.00 6
13 ik | Body Buk - vanila - 1Kg | Supplements Club Demo HO 21523514, $25.00 10
¥ Kdstart KICKSTART Club Demo HO 23123123 $100.00 ')
| Retad Management | Proten shake Drinks Club Demo HO 27100047... 4.5 %
| < Suppliers |8 Diet Bar 200gms Suppements Club Demo HO 34535654... $4.00 10
L8 test Cub Demo Branch A 3werwerwer $0.00 10
[ Stocktake .| Mars Bar Chocolates Club DemoBranch B 43454564... $2.50 100
@ orcers |8 Towe rire Internal Club Demo HO 46768638... $2.00 12
M Product Groups |8 Trumpet ice Cream Ice Cream Club Demo HO 51414151... $2.55 7
(@ Cdasses | Boxing Bag Me-chandse Ciub Demo HO 5535 | $200.00 107
‘3 Term Classes E Fanta 333ml Can Drinks Club Demo HO 65242154... $1.50
G |18 nust Water 200mis Drinks Club Demo HO 89853080... 2.0 22|

Step 7. Select a product and Click Edit, (or double click the product).
The product screen displays.
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[¥ Product: Water 1L =

O X
Bt |3 H s |09 O sefiabd > sangrcse i
| General Branch
Description:
Barcode: 00022251521456 Ledger Code: 00212
Supplier... Head Office Supplier
Product Group... | Drinks 4
Details
[A rice set by Head Office
Retail Price: $3.80 Re-order level: n 3
Cost: $2.2000 Units per Outer: 12 =
Margin: 36.32% Points: 0 )
GST: 0.00 % Discontinued O
M pecrement Exdude fromstocktake [
[[] warn at POS if zero stock Ordered at Head Office [
POS
D Allow Price Adjustment |z Allow Discount
[ show on POS Hot keys
( Menu: Drinks ¥ | Hotkeyname: Water

History
{ In Stock: 18 . Last Sold:

Notes:

Step 8. Ensure the Show on POS Hot Keys box in the lower section of the screen is checked.

Step 9. Click the drop-down arrow on the end of the Menu field to select the required menu as

shown below.

Step 10. Insert the Hot Key name to appear on the menu in the Hot Key name field.

Note: If you intended on the menu being for a single item only, the Hot Key Name will become the

Menu name in POS.

Hotkey name: Water

Last Sold: ! I

Step 11. Save and Exit the Product screen.
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Step 12. Repeat these steps for all your required products. Now when you open the POS Screen it
will display the Hot Key new names, as shown below.

You have completed the steps required configure Hot Keys in Clubware.
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Using Hotkeys

Step 1. Click the required Key.
The screen below displays with the choices programmed within that key.
In the example below “Drinks’ was selected, and that screen displays with the choices available.

Step 2. Click your product choice.
The example below is Water 1L.
The product displays in the description field on the POS screen.

& Point of Sale

Water 1L

Step 3. Close the Hot Key screen.

Note: If you had added a single product to the Hot Key, it will not display choices, but please the item
directly into the POS screen.

You have completed the steps required to configure hot keys in Clubware.
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Processing a Sale
This tutorial describes the steps required to process a sale within Clubware.
Step 1. Select Front Desk | Point of Sale from the navigation panel, as shown below.

Or Press Ctrl + F12 to go to the POS screen.

& Arrivals

& Activities
8| Timetable

Step 2. Select Open POS from the toolbar, as shown below.

The POS screen displays, as shown below.

&# Point of Sale

Discount

Sub-Total
New Sale asT

Step 3. If you have a barcode scanner attached to your computer, scan a product you want to sell.
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If not, press F4 to find the product you want to sell.
(For steps to load products, see the tutorial Adding a Product.

If the product you scanned is already loaded, it will appear as shown below.

Water 1L

You can add to the quantity by re-scanning the product or using the plus and minus keys on the
keyboard. Add extra products as required.

If you want to apply a discount to a product, see the tutorial Applying a Discount.

Step 4. To complete the sale -
Select the payment option from the area below the products list, as shown below. (You can use more
than one payment option to complete a sale).

Click Cash, and the screen below displays.

Click OK if the default amount is correct.

The POS screen updates as shown below.

Step 5. Click Complete Sale to complete the sale.

A confirmation screen will display, as shown below.
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Click OK to complete the sale.
If you want to print a receipt, ensure the Print Receipt checkbox in this confirmation screen is ticked.

The POS will reset, prepared for the next sale.

You have completed the steps required to process a sale in Clubware.
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Processing a Refund
This tutorial describes the steps to process a refund.

Step 1. Select Front Desk | Point of Sale from the navigation panel as shown below.

&P Activities
8| Timetable

Step 2. Select Open POS from the toolbar.

The screen below displays.

&* Point of Sale — [m] X |

2 | 8 |*

Discount $0.00
New Sale

Step 3. Select Refund from the POS screen as shown below.

| -‘

The POS displays as shown below, indicating a Refund is in progress.
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Discount $0.00
Sub-Total $0.00
Refund $0.00

Tax

Total

Step 4. If you have a barcode scanner attached to your computer, scan a product you want to refund.

If not, press F4 to find the right product.
(For steps to load products, see the tutorial Adding a Report.)

The product will display as shown below.

Water 1L

You can add to the quantity by re-scanning the product or using the plus and minus keys on the
keyboard. Add extra products as required.

Step 5. To complete the refund, select the payment option from the area below the products list, as
shown below.

Click Cash. The screen below displays.

If the amount is correct, click OK.

The POS screen will update as shown below.

Step 6. Click Complete Sale to complete the refund, as shown below.

38 e Front Desk Clubware Manual



A confirmation screen will display as shown below.

[ print Receipt?

Click OK to complete the refund.
Note: If you want to print a receipt, ensure the Print Receipt checkbox is ticked.

Print Receipt?
The POS will reset, ready for the next transaction.

You have completed the steps required to process arefund in Clubware.
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Applying a Discount
This tutorial describes the steps required to apply a discount within Clubware.

Note: In order to edit a price at POS the product must have the
‘Allow Discount’ checkbox ticked on the product screen as shown below.

POS
|( Allow Price Adjustment Allow Discount ]l

Step 1. Select Front Desk | Point of Sale from the navigation panel, as shown below.

&1 Arrivals

&F Activities
ﬁ Timetable

Step 2. Select Open POS from the toolbar, as shown below.

The POS screen displays, as shown below.

| & Point of Sale = (m] X

Step 3. If you have a barcode scanner attached to your computer, scan a product you want to sell.
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If not, press F4 to find your required product to sell.
(For steps to load products, see the tutorial Adding a Report).
If the product you scan is already loaded, it will display as shown below.

Water 1L

Step 4. Highlight the required product.
Click the Apply Discount button or “d” on the keyboard. The screen below displays.

Step 5. Enter the required amount of discount in the percentage field.
Or type in a new price in the Extended Price field and Clubware will calculate the discount for you.

Step 6. Click OK to accept the discount.

The POS screen displays the discount applied as shown below.
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Sale In Progress

Step 7. To complete the sale:

Select the required payment option as shown below.
Note: You can use more than one payment option to complete a sale.

For example, click Cash. The screen below displays.

Click OK if the default amount is correct.
The POS screen will update as shown below.
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Step 8. Click Complete Sale.

A confirmation screen displays, as shown below.

Change: $0.00

(If you want to print a receipt, ensure the Print Receipt checkbox is ticked).

Click OK to complete the sale.

The POS will reset, ready for the next sale.

You have completed the steps required to apply a discount in Clubware.
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Editing a Price at POS
This tutorial describes the steps to process to Edit a Price within Clubware.

Note: In order to edit a price at POS the product must have the
‘Allow Price Adjustment’ checkbox ticked on the product screen as shown below.

POSs
| [] Allow Price Adjustment Allow Discount ] |

Step 1. Select Front Desk | Point of Sale from the navigation panel, as shown below.

&1 Arrivals

&P Activities
E Timetable

Step 2. Select Open POS from the toolbar, as shown below.

3 OpenPOs | Viewsde % printRece

The POS screen displays.

| & Point of Sale I

Discount $0.00
Sub-Total $0.00
New Sale asT $0.00

Total $0.00
oo Tomee [ Foos  wm Gacws s

Step 3. If you have a barcode scanner attached to your computer, scan a product you want to sell. If
not, press F4 to find the product you want to sell.
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(For steps to load products, see the tutorial Adding a Product)
If the product you scan is already loaded, it will display as shown below.

Water 1L

Step 4. Click the ‘Edit Price’ button or press “e” on the keyboard to edit the price. The screen below
displays.

Enter the new price and click OK to return to the POS Screen.
Your product now displays the new price.

Step 5. Select the payment option from the area below the products list to complete the sale, as
shown below.
Note: You can use more than one payment option to complete a sale.

For example:
Click Cash, the screen below displays.

Click OK if the default amount is correct.
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The POS screen updates as shown below.

Step 6. Click Complete Sale on the right side of the POS.

A confirmation screen will display, as shown below.

Note: if you want to print a receipt, ensure the Print Receipt checkbox in this confirmation screen is
ticked.

Click OK to complete the sale.
The POS will reset, ready for the next sale.

You have completed the steps required to edit a price in Clubware.
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EFTPOS Cash Out
This tutorial describes the steps to process EFTPOS Cash Out with purchase within Clubware.

Note: In order to allow cash out with an EFTPOS transaction the POS must have the security
permissions enabled. See the tutorial Adding a Security Group.

Step 1. Select Front Desk | Point of Sale from the navigation panel, as shown below.

;1 Front Desk

£ Arrivals

&F Activities
mh Workday
ﬁ Timetable

Step 2. Select Open POS from the toolbar, as shown below.

The POS screen displays.

& Point of Sale - o x

sl | 3 j
a| 5] 8|-]
70| el s ﬂ
-
ss | s10 | s20
Discount $0.00 _
New Sale Sub-Total $0.00 -
S el |
o e wwFros o acw am) .
0
T O e e I B

Step 3. If you have a barcode scanner attached to your computer, scan a product you want to sell. If
not, press F4 to find the product you want to sell.
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(For steps to load products, see the tutorial Adding a Product)
If the product you scan is already loaded, it will display as shown below.

Step 4. Select the EFTPOS option from the area below the products list to complete the sale, as
shown below.

The payment screen will appear and allow for a cash out amount if required.

Step 5. Click Complete Sale on the right side of the POS.

A confirmation screen will display, as shown below.
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Due: $3.80
Tendered: $23.80
0K Comrection
(] Print Receipt?

Note: if you want to print a receipt, ensure the Print Receipt checkbox in this confirmation screen is
ticked.

Click OK to complete the sale.
The POS will reset, ready for the next sale.

Note: Should the member want cash out and the security settings permit it, you do not need to add a
product. Select EFTPOS and add a cash out amount. Then complete the sale as normal.

You have completed the steps required to process EFTPOS with cash out in Clubware.
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Configuring EFTPOS Cash Out

This tutorial describes the steps to turn on EFTPOS cash out within Clubware.

Note: You must have the relevant security permissions to access the Administration area. If not,
please refer to your manager.

Step 1. Select Administration | Security Groups on the navigation panel as shown below. The
Security group screen displays in the main panel.

75 Administration A
Access Control
¥ Account Fees
£3 Account Recondiliation
¥ Account Templates
€ Activity Templates
0 Announcements
57 Promotions
. Resources

43 Service Jobs
P - rraa f .

¢ Add [/ Edit k| Delete

| Group Name | Description ~ | Branch
Club Supervisors : Club Supervisors : Club Demo H
@ | Club Users { Club Users Club Demo
{7 : Clubware Support Clubware Support Club Demo H
{3 | Administrator Default Administrator Security Settings : Club Demo H

Record: 4 4 [ _2of 4 b bl <

i Exit BH&ave|m|9!

Group Name : Club Users
Description : Club Users
Admin Level : [User
General Reports
|1 Edt
—
Policy Name

-*'_.: Classes - Classes
| {3 Classes - Sessions
{5} Correspondence

FFAWebExpress

{1 [Club Demo HOJ Security Group: Club Users =

General
| 11 Member-Accounts
|15 Member-Attachments
{1 Members
<]

) ﬂ Front Desk

470f 63 [ |

b

Step 2. Double Click on the applicable security group and select Front Desk, double clicking to edit.
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Step 3. Check the security requirements required for EFTPOS cash out. There are two available as
highlighted below.

| 1) Security Group Policy: Front Desk (for Club Users) X
|
3 et | bl seve | @ i
Name * | Value A
View_POS
i View

7] RefundConcessions
) Refund

) Open_POS

) Open_Front_Desk_Gate

7 - Allow_Price_Change_At_POS

7] Allow_EFTPOS_Logon

)  Allow_EFTPOS_Control_Panel

)  Allow_Discount_At_POS

) Allow_ConcessionPacks_At_POS

;] Allow_Change_Barcode_At_POS

*7) Allow_Cashout_Without_Purchase_At_POS
‘] Allow_Cashout_At_POS

iy

|
|
modﬂedbyd\mes\.ppartm 28/11/2018 9:17:25 AM

Add

<

E&EEEHD&D@EDFQE&

Step 4. Save and exit.

Step 5. Edit any other security groups as needed by following Steps 1 — 4. Restart Clubware.

You have completed the steps required to configure EFTPOS with cash out in Clubware.
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Arrivals

Manually Processing an Arrival

This tutorial describes the steps to process an arrival within Clubware.
There are three ways to do this.

Method 1.

Step 1. Select Front Desk | Arrivals from the navigation panel, as shown below. (Or press Ctrl +
F11.)

&¥ Point of Sale

iF Activities
| Timetable

The Arrivals screen displays.

First Name | sex |p.08. |
Last Name | Branch Name | Entry Zone |
Account | Last Visit ~ | Last Assessment | Photo
| I I li |
‘ | | | J | I
x | 1 | 1 &
Rohan Male | 20/04/1981
Ames ' Club Demo HO [Zone1]
12 Month Direct Debit ' N 3/12/2018 2:24:49PM |
e T L il A R
led
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Step 2. Click New Arrival. Two screens will load.

The first is the Choose a Member search screen displayed below:

4, Choose a Member = m] X
-, Common = | |8 > senton B
Last Name First Name Membership Branch Joined Date
Member: |4 | 4 oof 0o/ M < >
OK Cancel

Use the search criteria and green arrow to locate a member. You can scan the member barcode
using the Scan Now option.

Highlight your selection.

Click OK.

The New Visit Screen displays as shown below.
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Method 2.
Press F11 to display the ‘Choose a Member’ screen.
Use the search criteria and green arrow to locate a member.
Highlight your selection.
Click OK.

The New Visit Screen displays as shown above.

Method 3.
Step 1. Press Ctrl + F8 to display the Members home screen.
Use the filter to locate and highlight the required member.

Click ‘New Arrival’ at the top of the Members home screen, as shown below.

Members

[a Add [ Edit L] Delete |ﬂ Mew Arrival % Scan Now !

| Last Mame - | First Mame | Membership

£ England Vincent Swim Classes - 1 Term

If the member has only one current account, or under Administration | Branches | Select
Current Branch | Settings | Entry you have Auto-save manual arrivals with current
account, as a default, then the screen will display as below and the sounds will play. (As
long as Sounds are enabled on the Options screen).

Vincent England
Swim Classes - 1 Term
£ This account is overdue

Step 2. Click the Accept Arrival icon (Green Tick).

Note: If a member account is not overdue, the member will be arrived. (The Accept Arrival
tick is not required).

If the member has multiple accounts, the account field will automatically default to the current
account, however setting this can be changed.

Click the magnifying glass on the end of the account.

Select the required account.

Step 3. Click Save.

Note: This will be the account that the visit will be logged against, as shown in the example
below.
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Vincent England
Sswim Classes - 1 Term

&3 This account is overdue

£ Upcoming activity: 9/10/2014 2:37 p.m, -

Note: The Arrival box contains important information relating to the member or account.
In the illustration above the member is overdue.

Click on the members name and you will be taken to their profile or, click on the account to
go to the account that is being used for the arrival.

Use the Pay button to launch the POS and take an account Payment.

Use the Open button to view upcoming activities for the member.

You have completed the steps required to add an arrival manually in Clubware.
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Arriving a member in a class
This tutorial relates to adding members to a class from the arrivals screen.
Step 1. Ensure the member has recorded an arrival at the facility on the Arrivals Screen.

e |8 opmperee B w3 e ) I
Artival Information | Session Bookings for Josh Fighty
| No sessions found.
First Name | sex |p.08. | .
Today's Sessions
Last Name. | Branch Name | Entry Zone Boxi
Account | Last visit * |Last Photo 0xing
5:45PM
| | ] ! Group Trainng

Step 2. Highlight the member and hover over the applicable class from the list on the right-hand side
of the arrivals screen. The class with show a “+” symbol until selected, then will show a tick, as shown
below.

l Session Sookings for Josh Fighty
‘ 0 Boxing

5:45PM
P - Group Training

|
|
|
| | | " | [ Today's Sessions
|
|

Direct Debit

of Entry Allowed

Mo Expiry Date

Note: If the class is inclusive of the membership, the class box will tell you the class is free.

Pilates for Free

e Seniors

10:30 AM
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If the class is not inclusive of the membership, the class box will indicate it is unpaid. Use the drop-

down arrow to select pay and open the POS to complete the sale.

&1 Mew Arrival Open Member Open Account

Sale

First Name | sex |p.0.B.
Last Name | Branch Name | Entry Zone
Account | Last visit + | Last Assessment

] ! ﬁ %Tmmﬂe
4 Session Bookings for Josh Flightly
0 Yoga Unpaid
9:30 AM
w  GroupFitness Room x
Togi Mark as attended
P
[Py ors
Print Booking Ticket
Open Member
Remove
Toger
6:00 PM
Group Fitness Room
]

You have completed the steps required to add a member to class from the arrivals screen in

Clubware.
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Configure Clubware to Record Exits

This tutorial relates to users of 24 hours systems or facilities which have an exit scanner as part of
their hardware. It describes the steps required to configure Clubware to record Exits from the Club.

Step 1. Select Administration | Zones from the navigation panel
The Zones screen displays in the main panel.
Step 2. Click Add. A New Zone screen displays

Enter details as shown in the example below.

g T N
¢ [Metro Fitness HQ] - Zone: Front Door Exit | <’:>J w

Het |3 Hsve ol
General |Entry Scanners

Name: Front Door Exit
Group: fon Entry|
[T] create Visit Points Earned:

Use concession
Auto Attend Sessions and Bookings
Indude in Visit Count

[ validate Member

["] validate Membership

Secondary Direction: |Exit

Main Points:

Name: This should be an easily identifiable name describing the location of the exit point

Group: Create specific groups for your entry and exit points.

Create Visit: Create a visit for the member in Clubware

e Use aconcession: Tick checkbox to allow concession to be deducted when the

arrival is created

e Auto Attend Sessions and Bookings: Arrive the member to classes and bookings at

this point

e Include in Visit Count: Add a visit to the member’s visit count

Validate Member: Validate the member’s status

Validate Membership: Ensure the membership is not expired or overdue

Points Earned: Points can be collected upon arrival

Direction: Defines if a zone is an entry or exit point
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Step 3. Select Entry Scanners and then Add. A new Entry Scanner box will appear. Enter the
details as required.

P B
[Q [DSAUS041] - Entry Scanner: (None) l<’:>J l = ‘ _lg
Gext Sl o8

General ‘
Branch Zone: Front Door Entry { %
Machine: DSAUS041 C‘g
Type: ) None
@ com
Port:  [COMS v]
Type:
© uss
Device:
Entry Gate Port: '} [Conﬁgure... ]
Last modified by Administrator on 2/02/2016 8:58:39 AM
\ v
Main Points:

Branch Zone: This should populate with the newly created zone name.

Machine: The machine name where the entry scanner will the hosted. May not be the
machine currently in use.

Type: Allows the zone to be configured for a USB, serial or gate device.

Step 4. Save and Exit the New Entry Scanner screen. Save and Exit the new Zone.

You have completed the steps required to configure a zone for Exits in Clubware.
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Activities

Adding an Activity

This tutorial describes the steps to add an activity in Clubware.

Step 1. Select Front Desk | Activities from the navigation panel

The Activities screen displays in the main panel.

Step 2. Click Add. A New Activity screen displays

Enter details as shown in the example below.

43 [Club Demo HO] New Activity

Heit |3 Hsve 0o

General

Activity For ...

Date Due:

Reason:

Josh Flighty @4,  Assigned To:

28/11/2018, 2:43 PM -
1 Month Follow Up ¥  Result:

O

Call the member to see how things are going

Bill Smith
Duration (Minutes):

Continue as normal

Main Points:

Activity For: Click on the magnifying glass to search for the required member.

Assigned To: Click on the magnifying glass to search and associate an activity with a staff

member.

Due Date and Time: Enter the date and time this activity should be completed.

Reason: Select the reason that describes the activity required for the member.

You can add new reasons and results in Administration | Lookups.

Result: Select a result for the activity when it is completed.

Completed: Check this box when the activity has been completed. When you complete an
activity the completed date will display.

Completed

[28/11/2018, 2:46 PM
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Step 3. Save and Exit the New Activity screen.

You have completed the steps required to add an activity for a member in Clubware.
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Linking Activity Types to Activity results

When you assign an Activity Type you can customise the Activity Results which will appear for this

Activity Type.

You can add new reasons and results in Administration | Lookups.

Refer to the tutorial Adding a Lookup Item for instructions on how to do this.

You can link a set of results to a reason so that only those results appear in the Drop Down box.

This enables to you to view only those selected results instead of scrolling through the complete list,
as shown in the example below.

£3 [Club Demo HO] Activity: 1 Month Follow Up

=ﬁ Exit ‘ [k save [ ) ‘ @!

General
Activity For ...
Date Due:
Reason:
Completed

Notes:

Josh Flighty @4,  Assigned To:
28/11/2018, 2:43 PM -
1 Month Follow Up ¥  Result:

28/11/2018, 2:46 PM

Call the member to see how things are going

- O X
Bill Smith Q@
Duration (Minutes): 03
i?Conﬁnue as normal ‘v |
[continue asnormal |
Gave referrals
| Left message
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Timetable

Add Bulk Attendees to a class
This tutorial describes the steps to add bulk attendees to a class in Clubware.

Note: The session must have ended, and the members arrived within an hour of the class start time.

Step 1. Select Front Desk | Timetable from the navigation panel

4 Front Desk
¥ Point of Sale
£ Arrivals
&3 Activities

g5 Timetable

The Timetable screen displays in the main panel.

Step 2. Select the session. The details will appear in the session summary on the right-hand side as
shown below.

Timetable
£ Refiesh O 712208 | @ Days: 7 | sy | 1 s atendee | 2o | i}
Today |Saturday, 8 December 2018‘ Sunday, 9 December 2018 | Monday, 1(
5:00 AM ‘ Cycle Boxing
| v [ e | Duration: 60 mnutes
6:00 AM YOEd % Start: 7/12/2018 1:30PM
—= Payment: At time of booking
X Vel H iption: fit fast with uppe... [,
8:00AM | I 6Y/el (-] Boxin ‘ D o
LT ] 5 | Staff Notes:
10:00 AM | petructors: Bl smith
L L. i | — Resources:
. 4 Location”  Group Traini
1:30 PM BOXINg il Wi
‘ Price. Member $0.00
Aftendees: 0/20
5:00 PM
seson ol
< >

Step 3. From the session summary, use the drop-down arrow beside Add Attendee and select Add
arrived attendees in bulk, as shown below.
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. Add arrived attendees in bulk

Step 4. Select multiple members by holding down the Ctrl key on the keyboard and highlighting
members with the mouse. Then select ok.

i ™
4, Choose a member who arrived within one hour of the start time @J E‘M
e = al

Last Mame First Name “ | Arrival Date Branch &

Johns | Amy | 2/02/2016 8:45 AM Month Direct Debit | Metro Fitness HO

Johnson Sandra 2/02(2016 8:45 AM Manth Direct Debit i _
(02/2016 8:45 AM Maonth Direct Debit

2/02/2016 8:45 AM

2/02/2016 8:51 AM

m

John 2 6 8:53 month DD
wild - Colleen - 2/02(2016 8:53 AM 3 month DD - Metro Fitness HO —

Member: () 120f 13 (I

You have now successfully completed the steps to add bulk attendees to a class in Clubware.
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Add Casual Attendees to a class

This tutorial describes the steps to add a casual attendee to a class in Clubware.

Step 1. Select Front Desk | Timetable from the navigation panel

4 Front Desk

¥ Point of Sale

£ Arrivals

&3 Activities

The Timetable screen displays in the main panel.

Step 2. Select the session. The details will appear in the session summary on the right hand side as
shown below.

=

4, Choose a Member

=) [=

B

™

. - ]
. Common == EJ | addcasusl ™ ScanhNow [ 3 Add @gmt!
Last Name First Mame Membership Branch Joined Dz
e rr— L
Brown Sally 12 Month Direct Debit Metro Fitness HO 281 =
,5 casual johnny BIR Charge Account Metro Fitness HO
2 Chambers Mark Metro Fitness HO 18/0
,ﬂ dude test 12 Manth Cash Membership Metro Fitness HO 13/0
,ﬂ England Vincent Swim Classes - 1 Term Metro Fitness HO 281
,ﬂ Firnith Andy Swim Classes - 1 Term Metro Fitness HO 281
,5 Flightly Josh & Month Direct Debit Metro Fitness HO 271
2 George Andrew Metro Fitness HO 13f0
2 clen Robert Swim Classes - 1 Term Metro Fitness HO 281
& Hammond Ian 12 Month Direct Debit Metro Fitness HO 281
| B, 171 Mlents Dicct Ninhid Rdrn Eibnonn IO an in
Member: 4 1of 33 ) « [om | b
[ ok || cancel |

Step 3. From the session summary, select Add Attendee. An arrivals box will appear. Select Add
Casual and add the casual members’ details. (For more information on this, please refer to the
tutorial, Adding a Member.)
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Add Anonymous attendees to a class

This tutorial describes the steps to add an anonymous attendee to a class in Clubware.

Step 1. Select Front Desk | Timetable from the navigation panel

¥ Point of Sale
&7 Arrivals

&3 Activities

The Timetable screen displays in the main panel.

Step 2. Select the session. The details will appear in the session summary on the right hand side as
shown below.

Timetable

) Add Attendee Add Ancaymous D‘ ﬁ‘

" Today day, 8December 2018} Sunday, 9 December 2018 iMo nday, 1(
‘ .
5:00 AM Cycle | Boxing
| = | Duwration: 60 mnutes
6:00 AM Ogad ‘ Start: 7/12/2018 1:30PM

Payment: At time of booking

= =t Boxing “ Description:  Get fit fast with uppe... =
A Staff Notes:
10:00'AM ‘n nstuciors: 8l Smith
g Rasairisce:

1:30 PM 20 ‘ Location: Group Training

Price: Member $0.00

‘ Casual $25.00

5:00 PM [ Attendees: 0/20
< il |LostRefreshed: L2420PM |
——
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Step 3. From the session summary, select Add Anonymous.

s e [ ormons]| 2 |,

Boxing
Duration: 60 minutes
Chart: 7/12/7N12 1.3N DM

An anonymous attendee will appear in the Attendees list. If the Class has a cost associated for casual
visits loaded, the POS may also appear to allow payment to be taken. See tutorials Adding Classes
and Taking Payment for more information.

Step 4. From here you can perform other functions by highlighting the attendee and using the drop-
down arrow that will appear.

Location: Group Training

Price: Member $0.00
Casual $25.00

Attendees: 1/20

Mark as attended

Pay
Print Booking Ticket
Open Member

Remove

Main Points:
Mark as attended: This will mark the attendee as attended the session

Pay: Selecting this will open the POS and allow you to process a casual payment from the
class

Print Booking Ticket: Print a booking ticket if needed
Open Member: Only applicable if the attendee is a member

Remove: Remove the attendee from a session

You have completed the steps required to add an anonymous attendee to classes in
Clubware.
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Members

Overview

Member management is central to the success of any facility in the competitive market of health and
fitness.

Clubware enables successful member management by freeing your staff from time-consuming and
repetitive administration and allowing them to focus on the most important aspect of your business —
your clients.

The Members section of Clubware stores information about the clients who visit your centre.
Important member information is stored for each individual, and each member can belong to one or
more groups.

The Members dashboard also includes a shortcut to Account Templates, which saves repetitive data
entry when adding a new membership account.

All member information in Clubware is easily accessible.
It is quick and easy to assign the correct account and personal information to members according to

your requirements.

@ my — U erospects D o |
43 Actvities (58) & New Member & Mew Prospect & New Group
] calendar B, Members (Ctrl +Fa) &, Prospects & Groups
E Favourite Reports ;éa Lnmatched
# Announcements (1)

S_’p Front Desk Account Templates _
& Point of Sale @ New Account Template
& Arrivals E_’ Account Templates
& Activities
EH Timetable
BT
& Members
a Prospects
& Groups
o Unmatched (71)
| calendar
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Members

A member is a person with an active or past account with your facility.
Members can be current, expired, casual or on hold.
Relevant information about each member is stored in the tabs in this section.

An outline of these tabs is set out below.

& [Club Demo HO] Member: Josh Flighty

43 Bxit | [3 b save | 0 | @ 38 CurrentAccount | £ Card [) Correspondence | =

Payment Refund | & Watch B

= m] X

General Details Accounts FitnessProfile Groups Term Classes Classes Bookings Activities

Attachments Pre Sales

e Date of Birth: 12/01/1988 ¥ (Age 30)
Title: Mr v Aliases. .. s
Gender: O Female ® Male
First: Josh
Status: Inactive x>
Middle:
Employer: Clubware
Last: Flighty
L Occupation: Technical Support
~ Addresses ~Phone Numbers -
Home ~ | [ 5end all mail to this address Home. .. @ 03 5423 0000
Street: 145a Smyes Street Business...
Mobile... 0415824 255 Send SMS
Emergency...
Suburb: Hekourne [ po not cal [ 0o not sMs
: P s )
State: VIC » | Postcode: 3000 ~Emall -
[ bo not Mail Email... joshflighty88@noemail.com A
[ po not Email
Notes:
[
General

(‘General’ is the default view). Basic information such as addresses, phone numbers, email
addresses, occupation, employer, gender and membership status, is stored under the General tab.

Details

This tab contains more detailed information about your member, including the member’s photo, visit
information, pre-sales information, POS purchases and other user-defined fields, as well as
consultant and instructor information. Your members access control information can also be found on

the tab.
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& [Club Demo HO] Member: Josh Flighty - (m} X

il‘-ﬁE)_gtJ_;Hga:e ) @ P curentAccount | £ Card [) Correspondence | = Payment Refmd\“wmchg ‘
General Details Accounts FitnessProfile Groups Term Classes Classes Bookings Activities Attachments Pre Sales

|| P— 12345678 Change [ O Nl s "
Pin Number: % :
Doctor: Dr Watson
Marital Status: Single Y
Source: Referral v
Instructor: Mrs PT x
Referral: Tom Allen x
Consultant: Denise Stokes
Access Control Group: v Information
Disabled Access: O Reward Points: 0 “
Enable Member Website: Visits: 31 [TJ
First Enrolled: 8/11/2018 ¥ Accesslevel:  Active 247 Member ®)
Loaded On: 28/11/2018 Sales: 0 Ll]
Velocity Number: : )

Transfer Member..,
Disabled Access: O P
Accounts

A member can have one account or multiple accounts of different types for different purposes. The
different types of accounts available in Clubware are:

e Membership
e Concession
e Charge

e Class

The different types allow you to have separation between the various revenue streams within your
business. For example, revenue derived from gym memberships can be viewed separately from that
derived from added-value extras such as personal training or sunbeds.

There are also some helpful business rules built directly into each account type.

e Membership accounts are accounts where the member joins for a set period of time
or an open-ended Omembership. They usually correspond with lump sum payments
for a set period, or contracts signed with billing agencies.

e Concession accounts allow a specific number of visits before they expire. This type of
account could be used for Spin classes, personal training appointments, sunbed
concessions etc.

Concession accounts can also have specified expiry dates, for example, “either 10
visits or 3 months, whichever comes first”.

e Charge accounts are usually associated with bookings for activities or services that
are not directly related to the customer’s membership, such as one-off use of a
sunbed or a special fitness class or event.

When you book such a service or event, Clubware will automatically create a charge
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account, even if the booking is for a non-member making use of your facility. This
allows you to keep track of all invoices associated with a customer.

e Class accounts function in the same way as Membership accounts, expiring after a
set time, such as a term.
This feature is suitable for facilities which operate classes that have the same
attendees and times each week over a term and offer progression to higher levels. It is
suitable for classes such as swimming, martial arts/kick boxing.
This feature is also useful for classes that function as a separate business unit.

The Accounts tab of the Member screen lists all accounts related to that member, along with a card
icon to indicate the status of the account, as outlined below.

| & [Club Demo HO] Member: Josh Flighty - O %

3 Ext | [3 b save | ¢ | @ (3 CurentAccount | £ Card [ ) Correspondence | =) Payment Refund | &8 Watch ! ]

General Detalls Accounts FitnessProfle Groups Term Classes Classes Bookings Activites Attachments Pre Sales ‘

[4 Add [ Edit x| Delete 57 £ New Arrival | Promotion Code | &

Membership Type
Description Branch Barcode Status Start Date End Date
- | Membership Type: Concession Card
# | 10 Pack PT Sessions |Club Demo HO | AHO10071 Active 1/11/2018
& 10Pack PT Sessions Club Demo HO Ended 1/05/2018 31/10/2018
- | Membership Type: Membership
2 12Month Direct Debit Club Demo HO AHO10070 Active 28/11/2015

Red: The account has expired, is closed, or is overdue.
Yellow: The account is on hold.
Green: The account is active, and all payments are up to date.

Use the Accounts tab to add, edit or delete accounts for the member.
(See the tutorial Adding an Account)
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¥ (Club Demo HO) Account: Membership

-ﬂen‘z|éH§ave|_9 » Barcode & Card éww«:zl?;@ylmt Refund & Receipt | we Debitsuccess

GP [Expiry Ends: 28/12/2016

Member... Josh Flighty
Account Type: 12 Month Direct Debit [JRenewal
Salesperson: B8il Smith A Start Date: 28/11/2015 v
Barcode: AHO10070 Term: 12 - Months -
Biling Provider: Debitsuccess > End Date: & =
Billing Ref: CDMO3887992 Expected Payment: $0.00 -
Card Printed: /] v
s Invokes Payments Notes Corporate Redprocal Access
$15.00 weekly from 28/12/2015 [ Set Total Due
Bt Total Due: $2,360.00
2 : 2,360.00
Next payment: 28/11/2018 Less Bevments to date >
$0.00

Equals balance to pay:

[[J stop at Gate (Enter note below to appear on arrivals screen)

Biling Provider Stop Note:

Last modified by Clubware Support on 28/11/2018 9:43:44 AM

Allow entry if overdue until

Select any account to view a separate Account screen. This new screen provides more information

about the selected account.
Account screen toolbar:

ol Exit | H save |ﬂ ™ Barcode £ Card [ Correspondence |

T, Payment Refund ) Receipt | » Debitsuccess [0 Audit How to...

Exit — This option saves any changes made to the Account and closes the Account screen.

Add a New Record — The ’page and plus’ icon ['E' allows you to add a new account to the
member’s record in Clubware. (See the tutorial Adding an Account).

Save — The Save option saves changes made to the account record without closing the Account

screen.

Help — Opens the Clubware Help on the Account Screen Overview

Barcode — This icon opens a new screen that allows you to add a barcode to the account, either by
swiping a card, typing in a code, or generating a new code. You can also select the barcode from

another account.

72 ¢ Members

Clubware Manual



Card — This option opens the Entry Card screen, which is used to print an entry card for the account,
with a barcode generated by Clubware.
(See the tutorial Designing a New Entry Card for more information).

Correspondence — The Correspondence option opens a new screen used for generating
correspondence regarding the account.

(For information about setting up new document templates, see the tutorial Adding New
Correspondence).

Payment — The payment button opens a new screen that allows you to take payments related to this
account, a membership payment or a one-time fee, such as for a lost card.

The option to report the payment to the billing company will be presented for all accounts handled by
a billing company.
(See the tutorial Taking an Account Payment.)

Refund — The refund button opens a new screen that allows you to make a refund related to this
account.

The option to report the refund to the billing company will be presented for all accounts handled by a
billing company.

Receipt — This button allows you to print a receipt for any past or recent payment or payments made
on the account.

Recharge — Use this option to add a new set of sessions and create a new invoice for a concession
card account.

Note: The Recharge option will only appear on the Account screen toolbar if the account you are
viewing is a concession card account.

Debitsuccess/Paysmart — Opens the account information stored by the billing provider.

Audit — Allows you to review any changes made on the account while this feature has been
activated. Please contact Clubware Support should you wish to have this feature enabled.

Below the toolbar, the Account screen contains several fields of information about the account,
including account type, salesperson, barcode, billing reference and start and end dates.

Below this general information area are four tabs that contain further information about the account,
as outlined below.

Account screen tabs

Financials — This tab contains three boxes of information. In the top left box is a card icon that
indicates the current status of the account:
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"mnntnls Invoices Payments Notes Corporate Reciprocal Access

' [ set Total Due
[ Total Due: 2,360.0
s Less Payments to date: $2,360.00
Next payment: 28/11/2018 % DR =
GP/Expiry Ends: 28/12/2016 Equals balance to pay: $0.00

U Stop at Gate (Enter note below to appear on arrivals screen)

Billing Provider Stop Note

e Red for expired, closed, or overdue; or ‘Stop at Gate’
e Yellow for on hold; or
e Green for active and all payments up to date.

This box also contains the amount and date of the latest invoice, and the payment method. These
can be edited by clicking on the given information to open a new screen with more details.

The box on the top right, shows the total cost of this account, payments to date, and the amount
currently owing on the account.

At the top of this section is a tick box that when ticked enables you to set the total (Set Total) cost of
the account manually, either for a fixed-term contract that will not be renewed, or to override the
automatic cost of a certain type of account.

If this box is not ticked, the total cost of the account cannot be edited.

It is recommended that the cost of a Membership be adjusted via the invoices as opposed to
adjusting the ‘Set Total Due’ amount.

Note: An on-going account (an account with no end date) should not have the Set Total Due Box
ticked.

Payments Hyperlink: Use this link to take a payment for this account.
(See the tutorial Taking an Account Payment).

Stop at Gate: The lower box in the account window contains a tick box for stopping the member at
the gate, and space for a note regarding why the member is being stopped or what needs to be done
to resolve the account.

Billing Provider Stop Note: If there is a stop in the billing provider system the stop will appear in this
field and the member will be stopped at gate. The stop enforcement can be turned off via
Administration | Branches | Select Current Branch | Settings | Entry if required.

Invoices — This tab contains records of all the member’s invoices for this account, current and
historical.
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Financials Invoices Payments Notes Corporate Reciprocal Access

L$ Add | Edt x| Delete g Hold/Suspend

Type Start Finish Instalment Frequency Biling Ref Total value
*. | Cub | 2871172015 | $65.00 | One Off | $65.00
@ siing 28/12/2015 $15.00 Weekly $720.00

Highlight an invoice and click Edit to make changes or Delete to remove and cancel an invoice. Most
invoices are created as part of account templates. (See the tutorial Adding an Account Template).

Use the Add button to create a new invoice manually if it is not part of an account template.

Use the Hold/Suspend button to put the account on hold. (See the tutorial Adding a Suspension for a
Member’s Account)

Payments — This tab contains all payments made against the account.

Financials Invoices Payments Notes Corporate Reciprocal Access

Date Description Amount | Type Paid By Biling ' Biling Ref
= 28/11/2015 Account Transaction $15.00 Receipt DirectDebit =[]
= 28/11/2015 Account Transaction $65.00 Receipt EftPos O
= 11/12/2015 Account Transaction $15.00 Receipt Direct Debit [

Date: The date the payment was made either directly into Clubware or with the billing provider

Description: The Account Fee applied to the payment (See the tutorial Taking an Account Payment)
Amount: The amount of money taken in that transaction

Type: Receipt for payment, Invoice for a refund

Paid by: Payment type (cash, EFTPOS, credit card, Direct Debit etc.)

Billing: The tick box indicates if the payment is associated with a billing provider

Billing Ref: The billing provider created ID number for a payment.

| Finandals I Invoices I Payments ;_E_.'_._?_ij§§_$!g!j___L_-!_'s_§_g§__§|Nobes ICorporabe | Redprocal Access |

&1 Arrival 11/02/2016 10:00 AM 11/02/2016 11:24AM 8 Metro Fitness HO
a5 oo i1/01s 32w Vetro Fness 0

Type Description Date Date Deducted Concession Mo. | Branch

Concession Usage - This will display the details for visits and remaining concessions. This is only
applicable for Concession Cards.

Notes - If there are important notes added to an account template, they will display here (See the
tutorial Adding an Account Template).

Financials Invoices Payments Notes Corporate Reciprocal Access
Must Show corporate 1D to purchase this concession pack. Please see corporate tab for further detais.|
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Corporate - Identification details for the member if the Account Template has been marked as for
corporate clients. (See the tutorial Adding an Account Template)

Financials Invoices Payments Notes Corporate Reciprocal Access

Corporate: Cubware
Card Number: ALPHA123

Reciprocal Access - Allows member’s access to all or certain branches with in a group if reciprocal
rights are granted.

Financials Invoices Payments Notes Corporate Reciprocal Access
[V 'Overnde recprocal access for this account

Allow redprocal access to branch group:  All Branches

Allow redprocal access to branches:

.4 Add | Remove

Branch Name

w|GubDemobranchA |

A member’s fitness profile stores notes on a member’s fitness condition, fitness programs and
assessment information.

Fitness Programs

Clubware has the ability to define and manage fithess programs for members. A member can
have many fitness programs over time. A fithess program contains goals, exercises and
target heart rates. You can add both weight and cardio exercises to a member’s fithess
program from exercise templates. A fithess program can be printed for the member to use
while training at your site. A pre-activity health questionnaire can also be completed and
stored with a fitness program.

Assessments

You can store one or many assessments for members. Assessments can be completed for
general health, body measurements, body fat measurements, fitness and strength. You can
report on assessments over time to create a profile for your member.

A member can belong to one or many groups. This information can be edited from the Groups section
or from the Members section. A group can be any entity, from a family group to a sports group or
business organisation.

This section displays all the term classes the member is or has been enrolled in at your centre. You
can also enrol a member into a new class from this section.
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This section displays all the classes the member is or has been enrolled in at your centre.

A member can make bookings at your centre. A booking is different from an activity as a booking can
have charges and resources associated with it, whereas an activity can’t. A booking can also be
made for multiple members.

Activities, as outlined in the Front Desk section, can also be accessed and added from a member’s
screen. Activities can be used to register upcoming events for a member or to log events that have
occurred historically (i.e. a list of correspondence sent). For upcoming activities and activities
overdue by up to 60 days, an alert will display on the Arrivals screen when the member scans their
card on arrival at your centre. You can also use the Include Completed Activities (yes or no, tick
and cross) option to be displayed.

Files can be attached to the member’s record for reference.

Contains all of the pre sales information for prospects. This is kept once the member is converted to a
member.
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How To
The following tutorials describe the most common actions associated with the Members section of
Clubware.

Members

Finding a Member

This tutorial describes the steps required to find a member within Clubware.
Step 1. Select Members | Members on the navigation panel, as shown below.
Or, use the keyboard shortcut Ctrl + F8.

Or, use the Scan Now button to scan the member’s barcode.

&t Members
ﬂ, Prospects

B Groups
Qﬁ Unmatched (50)

The Members home screen will appear. This may be empty.
To search for a member, use the Filter at the top of the screen, as shown below.

4, LastMame |==

The filter has many options. You can search for a member using various criteria.
In the example above, the search criteria is set to Last Name.
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Step 2. Click the dropdown button (small triangle) next to Last Name, the list below displays.

User defined fields

v v v -

More

Step 3. The default filter is Common (Allows you to search by First Name, Last Name, Date of Birth,
Billing Reference, Barcode, Card Number, Phone Number, Email Address or Alias). Select one of the
above options and enter in the member’s information. Press Enter, or use the green arrow, as shown
below.

L Common == |IEIRD

If any records match your search criteria, the screen below the main toolbar will display matching
members, as shown below.

Members

[ Add [ Edit L Delete | &1 New Armival Q;Smmow!

|LastNarnE - |F1rstNaﬂe |Manberd’1p

Step 4. Edit the member you are searching for, either:

Double click the entry on the screen, or
Select the member and click the Edit button.

You have completed the steps required to find a member in Clubware.
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Adding a Member

This tutorial describes the steps required to add a member within Clubware.
Step 1. Select Members | Members on the navigation panel as shown below.
Or, use the keyboard shortcut, Ctrl + F8.

The Members home screen displays in the main panel.

&d Members

- P
ks Groups
% Unmatched (&60)

rospects

Step 2. Select Add from the Members toolbar.

[ Edit L Delete

C=

A blank New Member screen displays.

Note: If your club has more than one branch, a separate pop-up screen may display to select a
branch for the member before the New Member screen opens.

Step 3. Enter details as shown below on the General tab.

General Detals Accounts FitnessProfle Groups Term Classes Classes Bookings Activiies Attachments Pre Sales

Name

e i 24 Aliases...
First: Jesh
Middle:
Last: Flighty
Home ~  [4 send al mail to this address
Street: 145a Smyes Street
Suburb: Mebourne
State: vic v | Postcode: 3000
[ 0o not mai

| Date of Birth: 12/01/1968 ¥ (Age 30)
Gender: O Female ® Male
Status: Inactve -

Employer: Clubware
) Occupaton: Technical Support
~Phone Numbers
Home... © 03 5423 0000
Mabie. .. 0415824 255 Send SMS
Emergency...
oo rotcal Ooonotsms
Email
Emal... joshflighty38@noemail.com

[ oo not Email

First Name: Enter the member’s first name.

Middle: Enter the member’s middle name, if known.

Last: Enter the member’s last name.

Date of Birth: If you enter a birth date for a person less than 18 years old, you will be prompted to
remind you a Guarantor form should be completed.
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Clubware X

This member is under 18 years of age.
A guarantor form should be completed for this member.

Employer: Click the magnifying glass to search for an existing employer. If the required employer is
not listed, enter the employer's name manually. This will keep your database tidy.

Occupation: Click the magnifying glass to search for an existing occupation. If the required
occupation is not listed enter the occupation manually.
Addresses: Multiple addresses can be entered.

Click the drop down button in the Addresses group, as shown below. Select an alternative address
type.

Home... h

Select the Send all mail to this address checkbox for the preferred postal address, as shown below.

Send all mail to this address

Phone Numbers: If you are entering several phone numbers, the first number entered automatically
becomes the preferred number.

To change the preferred number, click the box for your choice. (The example below shows ‘Home

Number’.
= —
© Home Number X :
MName: | 2
Number: 03 5423 0000 Q
‘ Extension: OK
Preferred: Cancel

Check the Preferred checkbox for the member’s primary phone number.
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Email: Click the Email button and the Email Addresses box displays as shown below

l | DUSINIESS. . UJ 3.

| Email Addresses X .'5

Preferred: joshflighty88 @noemail.com A

i Alternate 1: 4 0K [

Alternate 2: = Cancel if

Enter the required Email addresses and click OK.
Your selected Preferred email address will now display in the email field.

When you click on the Email icon on the right-hand side of this field an addressed email message will
display.

Should the member wish to not receive contact from the facility, there are 4 check boxes on the
General Tab to assist with this.

Note: The Do Not Mail, Do Not Email, Do Not Call and Do Not SMS boxes will allow you to omit a
member from a report or correspondence based on filters which are outlined in Reports.

Step 4. Select the Details tab and enter information as shown in the screen below.
Note: All fields are optional.

You can set options within Clubware to make selected fields compulsory.
An exclamation mark displays next to a compulsory field if you attempt to save without entering any
data.

A description of the Fields on the Details Screen is set out below.
Card Number: The members card number which always links to the member’s current account
Pin Number: The Members Access Pin used in conjunction with Access Control.

Doctor: Enter the name of the member’s doctor.
It is recommended that a contact phone number is added in this field as well.

Marital Status: Use the drop-down menu to select status.

Source: Use the drop-down menu to select the closest reason why the member joined.

Sources can be added/deleted from the Administration | Lookups section.

Instructor: Use the magnify glass icon to select the members instructor.

Referral: Use the magnifying glass to select the existing member who referred this new member.

Consultant: This is the name of the staff member monitoring the member’s care and progress, not
the person who sold the membership.

Access Control Group: If this has been setup in Clubware, an optional additional level of access
control can be selected.

Enable Member Website: This is turned on by default. If checked the member can book through
online bookings, if unchecked the member cannot book through the online booking portal.
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Information:

~— Information

Reward Points: 0
Visits: 31
Access Level: Active 247 Member

Sales: 0

Transfer Member...

When you click any of the above buttons, a screen displays with all the data available for that

selection.

For example, below is the Visit info screen which displays when Visit info button is clicked.

& Visit Information - Total visits for Josh Flighty

| S Exit s Print /" Filter: AllVisits (36) Incude Re-entries Inciude All Zones

Visit Date Exit Duration
28/11/2018 11:30 AM | |
25/11/2018 8:20 AM

24/11/2018 6:34PM

23/11/2018 5:00 PM

21/11/2018 5:12 AM

20/11/2018 5:15 AM

19/11/2018 8:51AM

17/11/2018 7:04 AM

15/11/2018 4:41PM

15/11/2018 5:16 AM

14/11/2018 5:16 AM

13/11/2018 5:15PM

(To add a photo, see the tutorial Working with Member Photos ).

Membership

| 12 Month Direct Debit

12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit
12 Month Direct Debit

Visited Branch

Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO
Club Demo HO

You have completed the steps required to add a new member in Clubware.

| [Zone1]
[2Zonel]
[2Zonel]
[Zone1]
[2Zonei]
[2Zonel]
[Zone1]
[Zone1]
[Zone1]
[Zone1]
[Zone1]
[Zone1]
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Working with Member Photos
This tutorial describes the steps required to add a photo to a member in Clubware.

Step 1. Select Members | Members in the navigation panel, as shown below.
Or, use the keyboard shortcut Ctrl + F8.

&d Members

; Prospects
&k Groups
% Unmatched (60}

Step 2. The Members home screen displays in the main panel.
Locate and select the required member.
Double click to open your selection. (See the tutorial Finding a Member).

Step 3. Select the Details tab on the Member screen, as shown below.

& [Club Demo HO] Member: Josh Flighty - ] X
i et | (3 bl sse |0 @ B curentacant | £ Cad ) Gomespondence | = Payment Refnd | 4 warh J§
General Detals Accounts FitnessProfile Groups Term Classes Classes Bookings Activities Attachments Pre Sales
~Photo S
Card Number: 12345678 Change . E]
Pin Number: -
Doctor: Dr Watson
Marital Status: Single B
Source: Referral A
Instructor: Mrs PT x| Q
Referral: Tom Allen x| @
Consultant: Denise Stokes |
Access Control Group: v | ~Information
Disabled Access: O Reward Points: 0 “
Enable Member Website: [ Visits: 31 @
First Enrolled: 8/11/2018 ¥ Accesslevel:  Active 247 Member [®)
Loaded On: 28/11/2018 Sales: 0 TJ
Velocity Number: :
" O Transfer Member...

The Photo box is on the right side of the screen. There are two small icons on the top right of this box.
These are:

Take Photo - If you have a camera connected to your PC, you can use this option.

Load image from File - You can load an image from a file located on disk.
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Both these options are explained below.

Take Photo

Clubware can store images directly from your webcam.
Click the eyeball camera icon in the top right corner of the Photo box.
The screen below displays.

Take Photo n

=3 Ext | & TakePhoto ¢ (Auto Selection) ~

An image of the person being photographed displays.
Click the Take Photo button when you are satisfied with the image.
The camera will take the photo and Clubware stores the image.

If a compatible camera is not set up, you will receive an error “Error setting up Camera.

(You will need to install the correct driver software for your camera).

Load image from file

If you have images of members saved on your computer, you can use these and link them to a

member.

Click the small open folder with a green arrow icon, in the top right corner of the Photo box. The

screen below displays.

a
— « /4 &= » ThisPC » Pictures v 0 Search Pictures Jo

Organize v New folder = «+ [ o
A -JUUxs0

3 Quick access

[ Desktop

-‘
= Documents , r'd 9
ly Downloads ) 4 A y

&= Pictures Jane Charles Jemma Smith Josh Flighty

4.3.1 Alpha versi B
44 e n
Account ~ RJ,.,
Members Y =l ‘.{A . - “

v Joshua Adams Karen Nolan Kevin Anderson

File name: v | | Supported Images (*.jpg:".jpeg; v
Open Cancel

This is a standard Windows dialog box.
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You can navigate to your saved pictures if they are in another folder.
Select your image and click the Open button.
Clubware will associate this image with the member you have selected.

Step 4. Save and exit the Member screen.

You have completed the steps required to add a new photo for a member in Clubware.
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Adding an Account
This tutorial describes the steps required to add an account to a member within Clubware.

Step 1. Select Members | Members on the navigation panel.
The Members home screen displays in the right panel.
Select and open your selection. (See the tutorial Finding a Member).

Step 2. Select the Accounts tab, as shown below.

& [Club Demo HO] Member: Josh Flighty - O X ‘

Y | @ 38 CurrentAccount | £ Card || Correspondence _-_:.I?y_m_ent_ Refund

Fitness Profile Groups Term Classes Classes Bookings Activities Attachments Pre Sales

u

Description Branch Barcode Status Start Date ~ | End Date
- Membership Type: Concession Card
3 } | 10 Pack PT Sessions Club Demo HO AHO 10071 | Active 1/11/2018 30/04/2019
2 10Pack PT Sessions Club Demo HO Ended 1/05/2018 31/10/2018
| -| Membership Type: Membership
& 12 Month Direct Debit Club Demo HO AHO 10070 Active 28/11/2015

Step 3. Click Add on the Accounts tab.
The Choose the Account Template screen displays as shown below.
(If your club has more than one branch, you may need to select a branch for this account first).

‘4, Choose the Account Template = O X
~ | Account Type Account Group Term TermType On-Going EA
B | 10 Month PIF |Membership | PIF (10 [Months | W ||
@ 12Month DD Class Class Direct Debits 12 Months O
i 12Month PIF Membership PIF 12 Months |
8 12MMH Membership 200 Days |
/i@ 2Mnth Christmas Special PIA Membershp  PIF 2 Months O
% 3Month Lesson Concession Card 3 Months O
i 3Month PIF Membership PIF 3 Months O
%> 3 Visits Per Week (3VPW) Concession Card Direct Debits 12 Weeks O
@ 6Month DD Membershp  Direct Debits 6  Months %]
i3 6 Month Direct Debit Membership Direct Debits 6 Months M
R s oaa_ s mee PP, e - PP — v
Template: |4 | 4 | 10f 21 | p [Pl < >
0K Cancel

Step 4. Setting up the Account
Select an account template, then click OK.
(For information on setting up an account template, see the tutorial Adding an Account Template).

You can add a membership account, concession card or class account from this screen.
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If you use a billing company, the screen below displays.

¥ Billing Reference X

Please enter the billing reference for this account:
Billing Provider:
Facility Identifier:

Contract Number:

Select the appropriate facility from the drop down menu if you have more than one facility identifier.

Enter the contract number from the physical membership contract the member has completed. Click
OK.

Note: If you do not have a complete Billing Reference, you can simply cancel this and continue
The Account screen pre-loaded with information from the account template you chose displays.
Click Save to apply financial information for the account as shown below.

Note: You need to press Save to populate the Total due, financial summary and invoices fields.

Exit save [ 1) | Sarcode &l Card [ Coespondence U DT | T Payment Refind @ Receipt | ve Debitsuccess Hnwto...!
|Member... | [Jnsh Flightly ]
Account Type: 12 Month Direct Debit % [Jrenewal
Salesperson: a Start Date: 7/02/2014 -
Barcode: [rrrEE ] Term: [12 :] |Mor||hs 7
Biling Provider: ‘ Debitsuccess b | End Date: 1! -
Biling Ref: DSA12345673
Card Printed: [ - Expected Payment: -
|{Finandals §|1r|uo<ces I Payments | Notes |
£14.50 weekly from 9/03/2014 [ set Total Due
BuibD: Total Due:
Less Payments to date: $0.00

Next payment: 7/022014

Equals balance to pay: £795.00 |

O Stop at Gate (Enter note below to appear on arrivals screen) Allow entry if overdue until: I N

Biling Provider Stop Mote:

Last modified by Bill Smith on 7/02/2014 10:25:24 AM

(If your site does not use a billing company, the New Account screen will appear without a request
for a billing reference).

Check the following for the account type selected.
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Salesperson: This field is optional.
Start Date: This is the date the member can start using the facility.
Term: The duration of the membership, or the minimum term of the membership.

End Date: If the account is set to a specific term the end date will be populated based on the term. If
the account runs past the minimum term (flexi contract) the date will be left blank.

Invoices: Open the Invoices tab, and check that the correct invoices exist for the membership.
If you need to change or remove invoices, you must save the new account first.

Payments: Payments the member has made for the account are shown under the Payments tab.
These should align with invoices.

To add or view payments, you must save the new account first.
To add payments, use the Payments button on the top menu of the Accounts screen.
To view payments, click the Payments tab.

Step 5. Membership Card

Note: Membership cards require a barcode scanner to be read in Clubware. If you are issuing fobs
for an Access Control System, then this step is not required. There are two options regarding
membership cards:

1. Print your own card. If you print your own cards, select the Card button on the Account
screen toolbar, as shown below.

£] card

The screen below displays.

& Entry Card = O X

G | g #* X QK 100% - = B ([E]E- 2

12 Month Direct Debit E—

AHO10070

Click Print at the left of the toolbar.
Membership cards can be designed within Clubware to your own specifications.
(See the tutorial Designing a New Entry Card for more information.)
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Pre Printed. If you use pre-printed cards, click Barcode from the toolbar, as shown below.

* Barcode

The screen below displays.

[l Barcode - Josh Flighty

Swiped/Generated: AHO10070

®) swipe barcode

Elg O Generate new barcode
O select barcode from another account

Y

Selected:

[ print new card oK Cancel

There are three options.
e Swipe barcode
e Generate new barcode
e Select barcode from another account
For this tutorial, we explain the first option, Swipe barcode.

e Select Swipe barcode
e Press the scan now button

e Swipe the card with the barcode scanner.
The barcode you swiped will be assigned to the membership, as shown below.

If you don’t have a barcode scanner, you can enter the barcode into the Swiped/Generated field.
Wl Barcode - Josh Flighty X

Swiped/Generated:
==] ® Swipe barcode
E 18 (@) Generate new barcode
(O select barcode from another account
Selected: R
[ print new card oK Cancel

Step 6. Save and close the Account screen.
You have completed the steps required to add a new account for a member in Clubware.
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Renewing an Account

This tutorial describes the steps required to renew an account for a member within Clubware

Step 1. Follow the tutorial Adding an Account.

Step 2. Prior to selecting Exit, tick the renewal box next to the account name as shown below.

> ]
Bt | bl se | G > eweode £ Cad ) Comemondene | T pament Refd O seceet e
Member... Josh Flighty

AccontType: 6 Month DD [ renewal
Salesperson: Start Date: 4/12j2018 b

Barcode: AHO1007 Term: 6 + Months v
Biling Provider: Debitsuccess v End Date: {1 ¥

Billing Ref: Expected Payment: $0.00 -

You will then be prompted to select the account immediately prior to the new account. This will allow

2 steps to occur.

1.
members.

This will allow reports to be more accurate if you're the filters indicate to exclude renewal

This will relocate the existing barcode to the new account the first time the member scans

in after the new account has started.

%, Choose the account you are renewing from - O X
4, Account Type lI[l l !
Description Start Date Biling Reference | Barcode En
& AHO Charge Account 4/12/2018
& 10Pack PT Sessions 1/11/2018 AHO10071 30,
& 10Pack PT Sessions 1/05/2018 31,
[ [i2vontrorectoest —————|as/uais | comosseros | ww0ioom i
Account: |4 | 4 40f 49 (M| < >
0K Cancel

Step 3. Select save and exit Clubware

You have completed the steps required to renew an account for a member in Clubware.
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Adding a Concession Card Account

This tutorial describes the steps required to add a concession card account to a member within
Clubware.

Step 1. Select Members | Members in the navigation panel.
The Members home screen displays in the right panel.
Select your required member. (See the tutorial Finding a Member).

Step 2. Open the member’s screen and select the Accounts tab, as shown below.

& [Club Demo HO] Member: Joanne Franks = ] X

et add an Account |

|| | Desciption Branch | Barcode Status StartDate  ~ EndDate
| =| Membership Type: Charge
‘ ‘! Charge Account Club Demo HO Active 17/02/2011

- Membership Type: Membership
b ] # 1 12 Month Direct Debit

| Club Demo HO | 10/07/2012

Step 3. Click Add on the Accounts tab.
The Choose the Account Template screen displays as shown below.

Note: If your club has more than one branch, you need to select a branch for this account, and then
proceed to this screen.

4, Choose the Account Template == O X
4 Desapton = =28
Description ~ | Account Type Account Group ‘ Term Term Type On-Going ‘ EN
- General
Bl & | 10 Month PIF | Member ship | PIF 0 [(Months | H |
3 12Month DD Class Class Direct Debits 12 Months [E]
P 12Month PIF Membership PIF 12 Months (]
P 12M™H Membership 200 Days O
3 2Mnth Christmas Special PIA Membership PIF 2 Months il
|, 3Month Lesson Concession Card 3 Months O
% 3Month PIF Membership PIF 3 Months |
| 3 Visits Per Week (3VPW) Concession Card Direct Debits 12 Weeks O
i 6MonthDD Membership Direct Debits - Months M
38 6 Month Direct Debit Membership  Direct Debits 6  Months &
| st e B nre - e M ¥
Template: |4 | 4 10f 21 [ p Dl < >

Step 4. Setting up the Account
Select an account template for the concession card, then click OK.
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The New Account screen displays.
(For information on setting up an account template, see the tutorial Adding an Account Template).

W Account: Concession Card = C X
4J Exit | (g by Save | @ ™ Barcode £ Card | Comespondence | 7 Payment Refund & Receipt How to... !
Member...

Account Type: 10 Pack PT Sessions [ renewal
Salesperson: Start Date: 4/12/2018 P
Barcode: = ) Term: 5 + |Moaths  ~
Biling Provider: Remaining: 10 T visits
Biling Ref: End Date: 370672019 v
Card Printed: ! ! A Expected Payment: $0.00 -
{Frandials” Invoices Payments Notes Corporate Recprocal Access
] $400.00 on 4/12/2018 [ set Total Due
= By
(% Bl Total Due:
; Less 2ayments to date $0.00
Next payment: 4/12/2018
GPExpry Ends: 4/05/2018 Equals balance to pay: $400.00

O Stop at Gate (Enter note below to appear on ammvals screen)

Billing Provider Stop Note:

Check the following for the account type that has been selected.
Start Date: This is the date that the concession card becomes active.
Term: This is the length of time that the member has to use the concession card before it expires.

Remaining: This is the number of visits the concession card can be used for during the term. This
number will automatically decrease each time the member uses the card.

End Date: This is the date the Concession card will expire.
This will automatically be populated if the account template is set to term ‘Ongoing’ in account
template unticked). It will load an end date according to the length of the term

If the ‘Ongoing’ box is checked (ticked) then no end date will be populated and the account won’t
expire until all the concessions are used.

Invoices: Open the Invoices tab, and check that the correct invoice exists for the membership. If you
need to change or remove invoices, you must save the new account first. Full payment for
concession cards is usually taken at or before the time the concession card account becomes active.

Payments: Payment for the account is shown under the Payments tab. To add or view payments,
you must save the new account first.

To add payments, use the Payments button on the top menu of the Accounts screen. For a cash
membership such as a concession card, enter the payment taken when the member signs up. This is
usually the full amount of the invoice.

To view payments, click on the Payments tab. (For more information on taking a payment, see the
tutorial Taking an Account Payment ).

Step 5. Concession Card
There is two options regarding Concession cards.
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e Print your own card. If you print your own cards, select the Card button on the Account screen
toolbar, as illustrated below.

£1] Card

The following screen displays.

&7 Entry Card = m} X

@RS 0%

A
Joanne Franks
10 PackPT Sessions e —

AHO10074

Print using the button at the left of the toolbar. Concession cards can be designed within
Clubware to your own specifications. (See the tutorial Designing a New Entry Card for more
information).

e Pre Printed. If you use pre-printed cards, select the Barcode button from the toolbar, as
illustrated below.

™ Barcode

The following screen displays.

ll Barcode - Joanne Franks X

Swiped/Generated: AHO10074
= @© Swipe barcode
E_,lg ® Generate new barcode

(O select barcode from another account
Selected: R

[ Print new card oK Cancel

There are three options. For this tutorial, we are concerned with the first option, Swipe
barcode.

Select this option, and then swipe the card with the barcode scanner.
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The barcode you have swiped will be assigned to the membership, as illustrated below.

If you don’t have a barcode scanner, you can enter the barcode into the Swiped/Generated

field.

Il Barcode - Joanne Franks
Swiped/Generated:
= ® Swipe barcode Listeninag
E_ 18 O Generate new barcode
(O select barcode from another account
Selected: A
[ print new card

OK

Step 6. Save and close the Account screen.

Cancel

You have completed the steps required to add a Concession Card Account in Clubware.
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Recharging a Concession Card

This tutorial describes how to recharge a Concession Card.

Once your member has used all of the concessions previously purchased, you have the ability to

recharge this account instead of adding a new account.

Step 1. Select and open the required member’s screen.

(See the tutorial Finding a Member.)
Select the Accounts tab, as shown below.

& [Club Demo HO] Member: Joanne Franks

v
| | Description Eranch 8arcode | Stans

= Membership Type: Charge
| J  Charge Account

= Membership Type: Concession

StartDate -~ |EndDate

17/02/2011

10/07/2012

Step 2. Highlight the required account.
Click Edit to open this account.
The Account screen displays.

W [Club Demo HO) Account: Concession Card

J

[ stop at Gate (Enter note below to appear on arrivais screen) Alow entry i overdue unti:

aQ
Salesperson: fi Q Start Date: 4/12/2018 v
Barcode: [ AH010074 Term: 5 I Months v
Bilrg Prowider: . Remaining: 0 S vaits
Bilig Ref: 1 End Date: e/ v
Card Printed: Lk - Expected Payment: $0.00 a|
{Fnancals | invoces Payments Concessin Usage Notes Corporate Reciprocal Access
$400.00 on 4/12/2018 lsstrsetnis
B Total Due: $400.00
Next payment: 4/12/2018 Less Pasments to date: $0:00
| GPfExpry Ends: 4/05/2019 Equals balance to pay: $400.00

Billing Provider Stop Nots:

Step 3. Select Recharge from the Toolbar. The following prompt will appear.
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JSB!_:r B
— Clubware -

I.-""_"\-. This will increase the number of concessions by 10

W and create a new invoice starting from today.
Do you want to continue?

ves || No

L%
3 T a - r
n arrivals screen) Allow entry if overdue unfil:

Select Yes and then process the payment as outlined in the tutorial Adding a Concession Card
Account.

You have now completed the steps required to recharge a concession card in Clubware.
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Adding a Suspension for a Member’s Account

This tutorial describes the steps required to suspend a member’s account.

Note: Hold/Suspend invoices do not sync up to the billing company.

If you are adding a Hold invoice for a Debitsuccess account, you need to do one of the following:
o Call the Debitsuccess Call Centre to advise them of the hold details OR

e Load the Hold via the Debitsuccess website and create a suspension via the variations option
on the member.

When it is loaded at Debitsuccess the Hold will automatically sync down to the Member’s
account.

If you are adding a Hold invoice for a Paysmart account, you need to do one of the following:
e Call PaySmart to advise them of the hold details
o Create an Action Request in WebExpress to advise them of the hold details.

You will have to add the Hold to the members account as these details do not sync from
Paysmart.

If you are adding a Hold invoice to a Lump Sum Account, you need to do the following:
e Enter the Hold Invoice into Clubware.

Step 1. Select and open the required member’s screen.
(See the tutorial Finding a Member).
Select the Accounts tab, as shown below.

& [Club Demo HO] Member: Murray Baker - O X

|43 Exit | [2 b Ssve | 1) | @ 3 CurentAccount | £ Card [) Comespondence | = Payment Refund | & Watch !
| ,

General Details ,

’ Fitness Profile Groups Term Classes Classes Bookings Activites Attachments Pre Sales

[3 Add [/ Edit L) Delete % &7 New Arival | Promotion Code | Q

Membership Type
Description Branch Barcode Status Start Date End Date
— Membership Type: Membership
| 4 | 12Month PIF CiubDemoHO | AHO10075 15/06/2018 14/06/2019
,! 3 Month PIF Club Demo HO AHO 10064 Ended 22/04/2015 21/07/2015

Step 2. Highlight the required account.
Click Edit to open this account.
The Account screen displays.
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Select the Invoices tab, as shown below.

Financials Payments Notes Reciprocal Access

(3 Add [ Edit j) Delete [[3 Hold/Suspend |
) Add aHold Invoici

Start Finish Instalment Frequency Total Value

D T T BT s299.0 .0

Step 3. Click Hold/Suspend on the Invoices tab toolbar.
The Hold/Suspend screen displays. Enter relevant information as shown below.

© New Suspension Invoice X
AR TER I |

Start On: 4/12j2018 -

—Fmish:

@ For: 3 7 Weeks ¥ | (Approximately)

O FinishOn:  [22/12/2018

() Ongoing

Frequency: Weekly ¥ | [Jiocked

Instalments: $5.00 [ Hold Payments

Main Points:
Start on: Enter the date the suspension starts.

No finish date: If the suspension is for an indefinite period, choose this option. (Not
recommended).

For: If the suspension is for a specific length of time, uncheck the

No finish date checkbox.

The For and Finish on items will become enabled. Enter a period of time for the length of
the suspension.

Finish on: Enter the date the suspension will finish.

Frequency: If you want to charge the member while the account is suspended, you can set
this up here. The member will be billed on the frequency selected.

Instalments: Choose the amount to charge while the account is on suspension.

Hold Payments: If you don’t want to charge the member their standard instalment amount
while on suspension, select this option.

Step 4. Save and Exit the Suspension Invoice screen when entries are complete.

Note: When you save a fixed term suspension against a fixed term account, you will be asked if you
want to update the contract finish date to include the suspension period. Answer Yes or No to
complete.
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Clubware

Do you want to update the Contract Finish Date to
5/07/20197

You will return to the Account screen.

The Invoices tab will display as shown below.

' [Club Demo HOJ Account: Membership

- Faish

4/12/2018  24/12/2018

Salesperson: Q
Barcode: ( AHO 10075
Biing Provider: | -
mnget | )
Card Printed: 7 Vil v
[ {Invoices | Notes Redprocal Access

15/06/2018 -

13 T Months v
5/07/2019 -
$0.00 v

$5.00 Weekly

You have completed the steps required to add a suspension to an account in Clubware.
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Taking an Account Payment
This tutorial describes the steps required to take an account payment.

Step 1. Locate and open the required members screen.
(See the tutorial Finding a Member).
Select the required account from the Accounts tab.

Or,
Click the Payment button from the Member screen.

Start Date = | Billng Reference
; 5 Max Pack {07/02/2014
12 Month Direct Debit 07022014 D5A12345678

& Month Direct Debit 20/01/2014 500124541
Swim Classes - 1 Term 19/01/2014
Swim Classes - 1 Term 18/01/2013

Account: [[4] 4 | tof 5[k [k«

Click Ok

The New Payment screen displays.

Note: There are two methods for taking payments within Clubware.

Method 1:
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When the payment button is selected the following New Payment options will be

displayed.

=1 New Payment X

~Type
(®)Payment’ (O Refund

For: Account Transaction S
By: Cash v
Amount: $15.00
Pay Date: 6/12/2018 >

If the membership is linked with a billing company and the payment has a prompt set for send
to Billing (See Tutorial Adding a New Account Fee ), the screen below displays.

| Clubware X

Do you want to send details of this payment to the billing
! company

Yes Mo Cancel

Note: Only click ‘Yes’ to send details to the billing company if a member was paying an
overdue amount at the facility, or monies related to a contract.

Main Points:
Type: Select either Payment or Refund.

For: This is usually Account Transaction. You can take payments for registration
fees etc. if required.

Payments other than ‘Account Transactions’, ‘Suspension Fees’ and ‘Account
Payments’ do not require an invoice to be offset against.

By: Select the method of payment. If payment is by cheque, the system will prompt
for further information.

Pay Date: You can back date the payment date if you have the required Clubware
permissions to do so.
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Method 2

The POS screen opens linked to the selected member and account, with the screen below displayed

For: Account Transaction »
Pay Date: 6/12/2018 -
“This option will adjust the transaction date for the whole sale.

Send to Billing Provider: No v
Account Total: $2,375.00
Amount Paid: $2,360.00
Overdue: $15.00
Amount to Pay: $15.00

OK | Cancel |
Main Points:

For: This is usually Account Transaction. You can take payments for registration
fees etc. if required.

Pay Date: You can back date the payment date if you have the required Clubware
permissions to do so.

Send to Billing Provider: If the account fee type you have selected requires a
Yes/No response to send the payment to the billing provider then you will need to
select the required option, otherwise this field will have a default and will be greyed
out.

Step 4. Enter the amount for the payment and click Save.

Step 5. The POS screen appears. Complete the sale as outlined (See Tutorial Taking an Account

Payment).
The POS screen closes.

To check the payment has been made, select the Payments tab on Account screen, as shown
below.

Financials Invoices Payments Notes Corporate Reciprocal Access

Date Description Amount  Type Paid By Biling ' Billing Ref

e | 6/12/2018 | Account Transaction $15.00 | Receipt Cash [l g
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To activate the POS screen as outlined in Method 2. Administration | Branches | Select Current
Branch | Settings | Entry | Account | Use POS for Account Payments. Save and restart
Clubware.

»< Branch Settings: Club Demo HO X

General

Advanced Default payment type for installment type accounts: Direct Debit v

System [ Display Guarantee Period

Entry

Entry Sounds

Classes [ set Total Due when End Date St

Point of Sale Hu
Riviaria se POS for Account Payments

User Defined Fields Bulk Payments

User Defined Buttons

Biling Providers
Debitsuccess [ sort Invoices By StartDate, Frequency
PaySmart

Calendar

Email

SMS

Access Control

InTouch

Clubware Services

Salesforce

[[J Never recalculate Account Total Amount if Set Total Due

[[] Allocate One OFf Invoices First

e =

You have completed the steps required to take an account payment in Clubware.
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Adding a Booking for a Member

This tutorial describes the steps required to add a booking for a member within Clubware.

Step 1. Locate and open the required member’s screen.
(See the tutorial Finding a Member).
Select the Booking tab, as shown below.

Confimed | Bk Cancel | AtCancel |s... I

Step 2. Click Add.
A New Booking screen will display.
Enter information regarding the booking, as shown below.

[™ [Club Demo HOJ New Booking o O X

Description: Fitness Assessment

Category: Fitness Assessment @4, @ Specify Account
|Location... | Fitness Testing Room Q ~Use Charge Account <
Start Time: 6/12/2018, 12:00 PM Charge: s
& ®) Per Session
A1 P ") Per Person
30 T (Minutes) Total Charge: $0,00
[ v} Paid: £0,00
Balance: §0.00

|| LastName | First Name ~ B AccountType | Account Descri... | Concessions Re.

-, Josh Filighty will be added to the Attendees list when this

Attendee: [ /0f o IR < >
(i) This is a single occurrence booking.
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Main Points:

Description: The description that appears on the Booking screen and Calendar.

Category: Select a Category for the booking. (Category options must be setup in
administration)

Location: Select the location for the booked event. (This field is optional).
Start Time: Enter the date and time the event will start.

End Time: Enter the time the event will end.

Duration: Check the length of the booking.

Reminder: Check this box and select a time to display a reminder pop-up. This option has to
be enabled in the Options screen.

Select Administration | Machines | Select Current Machine. Check the Show Booking
Reminders box, as shown below.

| Show Booking Reminders

Specify Account/Use Charge Account: You can select the method by which members pay
their bookings.

By specifying the account used you can attach an account to the booking, which can be
useful for items like PT sessions. If you link a concession account to the booking, each time
the member attends the booking their concession card will be debited one concession.

You have the option to charge for bookings if you use the ‘Use Charge Account’ option.

Charge: Enter the charge for the booking (if any). If a yellow warning symbol appears after
you have entered the charge, use the Charge buttons under the Attendees tab to ensure the
amounts charged to attendees equal the total charge for the booking.

Attendees: (This field is optional).

This tab shows a list of attendees for the booking.

To view or edit this list, you need to save the booking.
Click Save at the top of the Booking screen.

A booking can have multiple attendees. For more information on adding attendees, see the
Adding a Booking tutorial of the Calendar — How to section.

Within this tab, charges can be

e Split between attendees using the Split Charge button,

e Charged to one attendee using the Charge Selected button, or

e Setindividually for each attendee by double-clicking the member’s name.

How to take Payments -

e Highlighting the member

¢ Click ‘Payment’

e Enter details of the payment.

How to make a Refund —

e Highlight the member
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¢ Click ‘Refund’
e Enter details of the refund.

Resources: (This field is optional). This tab shows a list of resources for the booking.

A booking can have multiple resources.
To view or edit this list, first save the booking as described in the Attendees paragraph

above.

Instructors: (This field is optional).

This tab shows a list of instructors for the booking.

A booking can have multiple instructors.

To view or edit this list, first save the booking as described in the Attendees paragraph
above.

Recurrence: A booking can be set up to recur at pre-determined intervals. See the tutorial
Adding a Recurrence to a booking for more information.

Step 3. Save and Exit the screen.

You have completed the steps required to add a booking for a member in Clubware.
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Completing a Pre-Screen Questionnaire

This tutorial describes the steps to complete a pre-screen health questionnaire for a member when
adding a fitness program in Clubware.

Step 1. Locate and open the required member’s screen.
(See the tutorial Finding a Member).
Select the Fitness Profile tab, as shown below.

General | Details | Accounts | Fitness Profile |Groups | Term Classes | Classes | Bookings | Activities | Attachments | Pre Sales

Josh has not done & lot of exercise in the last 10 years. As a result, he has been advised by his doctor that he needs to
lose some weight,

Health Issues:

Fitness Programs

|4 add [ Edit & Delete v

Date Motes Weight Fulse Body Fat BF Branch

Step 2. Click Add, under the Fitness Programs tab.
The screen below displays.
(You may be prompted to choose a branch for the program first).

Clubware

Would you like to complete a pre-screen health
! Questionnaire for this Member?

Yes No

Step 3. Click Yes.
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The Pre-Activity Health Check Questionnaire screen displays.

|

|
Date: 6/12/2018 v Staff Member: Bill Smith

| | Name: |Josh Flighty Age: |30 Gender: | Male
—Questionnaire

| 0O Has your doctor ever said that you have a heart condition and that you should only do
physical activity recommended by a doctor?

[ po you ever feel pain in your chest when you do physical activity?
[(Jinthe past month, have you had chest pain when you were NOT doing physical activity?

oo you lose your balance due to dizziness or do you ever lose consciousness?

Do you have a bone or joint problem (for example back, knee or hip) that could be made worse
by a change in your physical activity?

- Is your doctor currently prescribing drugs (for example water pills) for your blood pressure or
heart condition?

oo you know of any other reason why you should not do physical activity?

{1 Physicians approval sighted? —
This member has answered no to all Dated:
of these questions. You may proceed
with developing a fitness program. Staff Member:

Notes:

| | SetReminder E Cancel ‘

Enter the date at the top of the screen.
Click the dropdown arrow to select the staff member completing the questionnaire.

If the member answers “Yes” to any of the questions, a physician’s approval should be sighted before
developing a fitness program for this member.

When this approval is sighted, tick the box in the lower right portion of the screen to indicate that this
step has been completed.

Step 4. When the approval is sighted, or if the member answers “No” to all the pre-screen health
guestions, it is safe to proceed with developing a fithess program.

Click OK at the bottom of the Questionnaire screen.

You can return to the New Fitness Programme screen and continue developing the member’s
programme.

(See the tutorial Adding a Fitness Program for a Member).

The member’s pre-screen questionnaire status will be displayed at the top of the Fitness Program
screen.

You have completed the steps required for completing a pre-screen questionnaire for a
member in Clubware.
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This tutorial describes the steps required to add a fitness program for a member.

Step 1. Locate and open the required member’s screen.
(See the tutorial Finding a Member).
Select the Fitness Profile tab, as shown below.

General | Details | Accounts | Fitness Profile |Groups | Term Classes | Classes | Bookings | Activities | Attachments | Pre Sales

Health Issues: Josh has not done & lot of exercise in the last 10 years. As a result, he has been advised by his doctor that he needs to
lose some weight,

Fitness Programs i

[4 add [ Edit [ Delete »

Date Motes Weight Pulse Body Fat BP Branch

Step 2. Insert any health concerns in the Health Issues field.

Click the dropdown triangle next to the Add button under the Fithess Programs tab.
The options shown below display.

| g Add || Edit 4] Delete

& Add a Fitness Program

;, Add by Copwing

&% | Add from Template

You can add fithess programs by copying existing programs or templates.

Select Add a Fitness Program (for this example).
The screen below displays.

110 ¢ Members Clubware Manual



(You may be prompted to choose a branch for the program first).

Clubware

/‘i\ Would you like to complete a pre-screen health
1 Questionnaire for this Member?

| Yes I ’ No

Click Yes to complete a pre-screen health questionnaire.
(See the tutorial Completing a Pre-Screen Questionnaire).
For the purposes of this tutorial, click No.

The New Fitness Program screen displays.
Enter information as shown below.

Member has not completed the Questionnaire

Created By: Bill Smith

Start Date: 12/02/2014 Finish Date:

Goal: To lose weight|

General |Exercises

Heart Rate Information

Setto Optimum | Maximum HR: 194 -
Maximum HR. (Fat): Maximum HR. (Cardio):

Minimurm HR. (Fat): Minimum HR (Cardio):

175

Motes: | Josh wants to lose some weight,

[Metro Fitness] Mew Fitness Program

The Created By, and Goal fields are mandatory.

In the Heart Rate Information box, Clubware uses the member’s age to calculate the appropriate

heart rates. The member's DOB must be entered for this to happen.
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If you wish to alter the given numbers, type new values into the boxes or use the arrows to change
the values.
To return to Clubware’s calculations at any time, click Set to Optimum.

Step 3. Click the Exercises tab to add exercises to the fitness program, as shown below.

Gﬁﬂlﬁﬁﬁt x| Delets

& Add a Fitness Program

™

& Add by Copying
& Add from Template

You must save the program before you can add exercises to the program.
Click Save in the toolbar of the New Fitness Program screen.
Click the Add dropdown button and selecting either Add Cardio or Add Weights to add exercises.

If you choose Add Weights, the screen below displays.
Note: You must have exercises added in Administration — Exercise templates.

%, Choose an Exercise — O X
Q Exero'seName|=[l |3 [8 add L‘./Edsta
Name Branch Musde Group Notes A
- Type: Weights (32 Templates)
Abdominal Crunch Exer... | Club Demo HO _ Execution 1. Tighten your abs and slowly
‘ Alternate front dumbb...  Club Demo HO Shoulders Execution 1. Lift one dumbbell with your ar
# Back Club Demo HO Lats Bring bar down to your chest
@ Bentover triceps kick b... Club Demo HO Tricep Execution 1. Slowly raise your arms backw
& Close Grip Bench Club Demo HO Tricep The close grip bench press is a great mass £
# Dumbbell Bent Over La... Club Demo HO Shoulders Execution 1. In a controlled fashion, raise 1
0 Dumbbell squat Club Demo HO Quadraceps Execution 1. In a controlled fashion, slowly
& Dumbbell Stiff Leg Dea... ~Club Demo HO Hamstrings Execution 1. Keep your knees slightly bent ;
& Dumbell Bench Press Club Demo HO Chest This variation of the barbell bench pressis z
& Dumbell Lunge Club Demo HO Quadraceps Execution 1. Lunge the right leg forward in
v
P T PR T N SO T R AL P e 1 P ey PRGBS e o R e o S e b s (e
Template: | |4 | d 1of 32 b |pl]| < >
OK Cancel

Step 4. Select the exercise to add to the program and click OK.

Note: If the exercise you want doesn’t exist, see the tutorial Adding a New Exercise Template.

The selected exercise will appear in the new fitness program.
When you click to highlight the exercise, details of the exercise will be displayed on the bottom panel,
as shown below.
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Day:

Weights:

Intensity: 7

Rest: 3

Abdominal Crunc...

Execution 1. Tighten your abs and slowly curl your shoulders up off the floor, 2, Cur

Edit the values for the exercise.

Repeat the process to add more exercises as required.
Step 5. You can print the fithess program. Click Print on the right end of the toolbar.

The screen below displays.

| \d Fitness Program

| % 3% X QK 00%

Fitness Program

e RE® e

wm

ga e e s @ E

CLUB

Club Demo Head Office

Josh Flighty

6/12/2018
Bill Smith

Member:

To Lose Weight

Target Heart Rates
Fat Burning

DEMO

Notes

[ abdominal Crunch
Exsrcise

Exercise

Click Print at the top left of this screen.
The Fitness program will print on your designated printer.

Step 6. Save and Exit the fithess program.

Exeaution

1.Tighten your abs and slowly curd yourshoulders
up offthafloor.

2.Curl your shoulders up toward your knees until
your shoulder blades come oneto two inches off
theficor,

3.Hold this position for a second bafore slowly
returning to the starting positicn.

4. Repeat.

You have completed the steps required to add a fithess program for a member in Clubware.
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This tutorial describes the steps required to add an assessment to a member within Clubware.

Step 1. Locate and open the member screen you want to add an assessment to. (See the tutorial
Finding a Member).

Select the Fitness Profile tab, as shown below.

General | Details | Accounts | Fitness Profile | Groups | Term Classes | Classes | Bookings | Activities | Attachments | Pre Sales

Health Issues: Josh has not done a lot of exerdse in the last 10 years. As a result, he has been advised by his doctor that he needs to
lose some weight.

Fitness Program

(5 add [ Edt L) Delet= [ o

Date Notes Weight

Pulse Body Fat BP Branch
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Step 2. Click the Assessments tab and click Add.
The assessment screen displays, as shown below.

i [Club Demo HO] New Assessment

= X
i-ﬁ Exit | k) Save | (A | @ a Print B
[ ~Member
Name | Josh Flighty Age: |30 Gender: Male
~Fealth Assessment
| Date: 6/12/2018 - AssessedBy:  Bill Smith
Weight 0.0 kg BP: RHR: 0 bpm
BMI: 0.0 Height: 0.0 om Body Fat: 0.0 %
r~Body Measurements - — —
Chest: 0.0 cm Hips: 0.0cm Waist: 00 am
Left Right Left Right Left Right
Bicep: 0.0 0.0 om Thigh: 0.0 calf: 0.0 0.0 on
= Body Fat Measurements
Suprailiac: 0 mm Subscapular: 0 mm Thigh: 0 mm
Tricep: 0 mm Pectoral: 0 mm Bicen: 0 mm
Abdomen: 0 mm Midaxillary: 0 mm Calf: 0 mm
> Flexibiity Fitness Assessment ~Strength Assessment
Left  Right VO2 Max: 0.0 kajmi BenchPress IRM: 0.0 kg
tposs oy, &0 00" an Duration: 0 mins Squat 1RM: 0.00 kg
Lower Body: 0.0 00 om Self Appraisal: 0 /10

Notes

Step 3. Enter the relevant assessment information for the member.

The Assessment screen is divided into the following sections:

Health Assessment
Body Measurements

Body Fat Measurements

Flexibility
Fitness Assessment
Strength Assessment

In the Strength Assessment section, you can record one-rep maximums for both bench press and

squat.

Step 4. Save and close the form when the entries are completed.

You have completed the steps required to add an assessment for a member in Clubware.
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Enrolling in a Term Class
This tutorial describes the steps required to enrol a member in a Term Class.

Step 1. Find and open the screen for the member you want to enrol.
(See the tutorial Finding a Member).
Select the Term Classes tab, as shown below.

s [Club Demo HO] Member: Josh Flighty o =]

General Details Accounts Fitness Profile Groups Term Classes Classes Bookings Activites Attachments Pre Sales

Term Classes Attendance Achievements
Enrol it i

| | dlass ~ | status Pay Status | Account Name

- | Status: Member

Step 2. Click Enrol. The screen below displays with a list of available classes.

@, Choose a Class == O X
R comrane ] IEwE==E=. |
|| |Name Branch | Program Name - |can
- | Active (1 Classes)
- Program: Learn to Swim (1 Classes)

| ® |Learn to Swim Club Demo HO Learn to Swim

- Program: Adults (3 Classes)

@ o e Gboenoro e
J‘ @ Adults-2 Club Demo HO Adults Le:
@ @ Aduts Club Demo HO Adults Le:

= Program: AustSwim (1 Classes) v
Class: [|4]74| 1of 27 [p|Mi] < 2
OK | Cancel
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Step 3. Select the required class.

Click OK. The screen below displays.

& Enrolment: Flighty, Josh

Acccount Expiry :

Payment Status:
Enrolment Status
®) Enrolled

10/12/2018

OcessationDate | / /

Attendance Notes

Class

~ | StartDate

Session: [ 0/0f o (BB

Step 4. Option 1. Click the magnifying glass button to the right of the Account field.

Member Enrolment Status

|H-E|'rber...

| [Fiightly, Josh

Account...
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If the member has an existing account the ‘Choose the Account Template’ screen display, as shown

below.
@4 Choose the Account - O X
Description Start Date | Biling Reference | Bar¢
4 | 6 Month DD | 4/12/2018 | | AHG
& 12 Month Direct Debit 28/11/2018 FHQB1195829 AHC
2 12 Month Direct Debit 28/11/2018 FHQBO387105 AHC
|} 10 Pack PT Sessions 1/11/2018 AHC
, 2 10 Pack PT Sessions 1/05/2018
'! 12 Month Direct Debit 28/11/2015 CDMO8887999 AHC
Account: [[{]T41[ 1of 6 [BIpI]< >
OK || Cancel

Select an account and click OK to create a new account of this type.

Step 4. Option 2. Click the next

| Member... | Flightly, Josh

Account... |

to the magnifying glass.

The ‘Choose the Account Template’ screen displays.

A, Choose the Account Template == O X
. Desaription == || [g_l
Desaription AccountT... Account Group Term Tern A
8 12 Month DD Class Class Direct Debits 12 Mo
E Swim Classes - 1 Term Class Swim School |2 i Mon
» Special Package Concession Card PIF 12 Morr
> Personal Training 20 Pack Concession Card  PT 12 Monm
» » 3 Visits Per Week (3vPW) Concession Card Direct Debits 12 Wee
» 10 Pack PT Sessions Concession Card PT Mon
' » 3Month Lesson Concession Card Monr
8 10 Month PIF Membership PIF 10  Mon
13 Health Insurance/Workcover Membership PIF - Insurance 3 Mon' v
Template: [[4] 41 2of 21 [p [p] < >
OK Cancel

Select the required account and Click OK.

Step 5. Save and exit the form.

If the class is full, the dialog box shown below displays.
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Class is Full X

The Class is currently full. Would you like to waitlist the
member?

Select 'Yes' to Waitlist or ‘No’ to Enrol.

Yes Mo Cancel

You can waitlist the member or choose to force the enrolment.

If you waitlist a member, you can enrol the member from a waitlist at a later time. (See the tutorial
Enrolling a Member from a Waitlist ).

You have completed the steps required to enrol a member in a class in Clubware.
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Adding an Activity

This tutorial describes the steps to add an activity and activity templates to a member. Activities can
be added from either the Member or from the Activities home screen in the Front Desk section.
Activity Templates can only be added from the Member.

This tutorial focuses on adding an activity or activity template from the members screen.

Step 1. Locate and open the screen for the member you want to add an activity to. (See the tutorial
Finding a Member).
Select Activities on the far right, as shown below.

General | Details | Accounts | Fitness Profile | Groups | Term Classes | Classes | Bookings | Activities | Attachments | Pre Sales

[ Add [ Edit L Delete | % AddFrom Template | 3 Indude Completed Activities B

Reason Result Completed Staff Name
ﬂ#ﬁﬁﬂﬂﬁ@ﬁﬁﬁ%ﬂ"ﬂ‘ﬂ""ﬂ"‘"ﬂﬁ#ﬂ"ﬂﬁﬁﬁ“ﬂl
A8 13/03/2014 02:23PM  Follow Up False Administrator
&8 13/03f2014 02:24PM 1 Month Follow Up False Administrator
& 01/05/2014 10:46 AM  Fitness assessment False Reception
& 21/05/2014 04:13PM - Welcome Letter Continue as normal False Honey Smith
Q 21/05/2014 04:14PM  Email False Bill Smith

Step 2. Either click Add or click Add From Template.

If you click Add a New Activity screen displays. Enter details as shown in the example below.

43 [Club Demo HO] New Activity - O X

et Bkse 0 o)
General
Activity For ... Josh Flighty »}‘ Assigned To: Bill Smith f«._
Date Due: 28/11/2018, 2:43 PM v Duration (Minutes): 03
Reason: 1 Month Follow Up ¥ Result: Continue as normal hd
Completed O
Notes: Call the member to see how things are going

LCubOemotiOINem Aty |

Main Points:

Assigned To: Click on the magnifying glass to search and associate an activity with a staff
member.

Due Date and Time: Enter the date and time when this activity should be completed.

Reason: Select the reason that describes the activity required for the member.

You can add new reasons and results in Administration | Lookups.

You can also link a set of results to a reason so that only valid results appear in the Drop
down Box. These can be linked in: Administration | Lookups | Map Lookup category.

Result: When the activity is completed, staff can enter a result for the activity.
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Completed: Check this box when the activity has been completed. When you complete an
activity the completed date will display.

Completed [8/11/2018, 2:96pm | |

If you click Add From Template, you then have the option to add an individual activity template or a
group of activity templates.

Activity Template Group

Select one of the activity templates from the list, click OK. See Adding an Activity Template for how
to add new templates.

‘4, Choose an activity template - O X
Z, | Club Demo HO
J 14 Day Follow Up Call Club Demo HO
Activity Template: [ [{ ]/ 4 1of 2 [p ] < >
OK | Cancel
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Or select an activity template group, click OK.

‘4, Choose an activity template group

, 1 New Members

Activity Template: | [4 | 4 1of 1 [PI[p] <

‘ Activity Template Group -

: Club Demo HO

OK

The selected activities will be added against the member.

You have completed the steps required to add an activity for a member in Clubware.
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Adding an Attachment

This tutorial describes the steps required to add an attachment to a member.

The Attachment tab is disabled by default for all users. To enable this feature, enable the appropriate

access to the Member-Attachments security policy in security groups (Administration | Security
Groups)

‘-@‘iEmt|L_3HSavel [g!

' Group Name : Club Users

Description : Club Users

Admin Level : User

General Reports
[/ Edit

Policy Name A
‘11 - Admin-AccountRecondiliation
‘7 - Admin-AccountTemplates
‘Y - Admin-ActivityTemplates
8 i amouncement |
‘%) - Admin-BranchClosures
{7 - Admin-Branches
{7 - Admin-BranchGroup
‘7 - Admin-BulkPayments

v
A Adnmioem Cmemarmben

Poli&: 41 4 70f 63 | b | Pl

Step 1. Find and open the screen for the member you want to add an attachment to
(See the tutorial Finding a Member).
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Select the Attachment tab, as shown below.

& [Club Demo HO] Member: Josh Flighty

File Type | File Size | Loaded By

LastModified

Note: Attachments that are opened and edited do not automatically save back to Clubware database.

Step 2. Select Add from the Attachments toolbar and browse to the location of the file.

A Windows Explorer window will appear so that you can navigate to the file to attach.

v O Search Quick access

- m

X

p
o

& Open File
« v A & > Quick access
Organize v
~
v # Quick v Frequent folders (12)
[ Desktop * [T):slc::acp
Documents - 'ls
& Downloads
[&=] Pictures » ?:icsu;?:mts
B Videos  # =l e
et ' Downloads
D Music * .‘ This PC
i Windows (C) # 4
| Clubware 22 ) Pictures
File name: [

~
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Once the file is attached it will appear on the Attachments tab, as shown below.

& [Club Demo HO] Member: Josh Flighty

wﬁEy_citJ@Hgaﬂrﬁj_@j&nmtA@m‘ﬂcgd qu'rspmdenmj Payment W]“mm!

= O X

General Details Accounts Fitness Profile Groups Term Classes Classes Bookings Activities

[3 Add | Delete
—————
File Name File Type File Size Loaded By

Fitness Assessment | .doox

Note: Attachments that are opened and edited do not automatically save back to Clubware database.

Files can be opened if the associated application is installed on the computer.

Clubware Support | 6/12/2018 4:16...

LastModified

Note: Attachments that are opened and edited do not automatically save back to the Clubware

database.

You have completed the steps required to add an attachment for a member in Clubware.
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Linking Activity Types to Activity Results

When you assign an Activity Type, you can customise the Activity Results which will appear for this
Activity Type.

You can add new reasons and results in Administration | Lookups.
You can link a set of results to a reason so that only those results appear in the drop-down box.

Refer to the tutorial Linking Activity Types to Activity results for instructions on how to do this.

This enables you to view only those selected results instead of scrolling through the complete list, as
shown in the example below.

43 [Club Demo HOJ Activity: 1 Month Follow Up = 0O X

‘lrﬁ Exit } ‘:3 H Save I[_ﬁ‘ @!
General
Activity For ... |  Josh Flighty @, AssignedTo:  Bill Smith Q@
Date Due: 28/11/2018, 2:43 PM v Duration (Minutes): 03
Reason: 1 Month Follow Up ¥ | Result: !5Continue as normal iv |
M [28/11/2018, 2:46 PN -

i e o Bl
Notes: Call the member to see how things are going Gave referrals

Left message

126 ¢ Members Clubware Manual



Prospects

Adding a Prospect

This tutorial describes the steps required to add a prospect within Clubware.

Step 1. Select Members | Prospects in the navigation panel, as shown below.

S Members

i Members

s Groups
i Unmatched (50)

Step 2. The Prospect home screen will display on the right panel.
Select Add from the toolbar.

Step 3. A New Prospect screen displays.
The General tab is the default screen.
Add relevant information to your Prospect.

& [Club Demo HOJ Prospect: Bill Cox - =] X

Generadl Detaills Accounts FitnessProfile Groups Classes Bookings Activities Attachments Pre Sales

friteme Date of Birth: 2/11/1963 ¥ (Age 55)
: O ® Male
First: Bill
Status: Prospect -
Middie —
= Employer: Q,
Last: Cox
Occupation: Q
—Addresses ~Phone Numbers
5o o o ths o ome...
Street: 32Lorna St A Business... | 0399216458
|Mobile.... | 0438772280 SendSMS
04 1055 0182
Sburts bt (Joonotcal  [JDonotsms
State: vic [+] Postcode: 3192 i
[ po not Mail Email... | =
[[] bo not Email

Notes:
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Step 4. Click the Pre-Sales tab and enter details as shown below.
Use the drop down menus to make selections.

Note: You can Add/Edit the options for;

e Where did you hear about us?

e Prospect Type

e Pre-Sale Status e.g. Hot, Warm, Cold.

Via Administration | Lookups.

& [Club Demo HOJ Prospect: Bill Cox

|'ﬁ Ext | (2 b save | 8 @ 38 CurentAccount | £ Card [) Correspondence | <. Payment Refund |“Watd1 !

= O

General Details Accounts FitnessProfile Groups Classes Bookings Activiies Attachments Pre Sales

Where did they hear about us? Referral ¥ | Prospect Type Walk In o
Other (please specify) Pre-Sale Status Hot )
Preferred time to call?
~Prospect lives locally - — ~Typically visits -
@ ves Ono O on the way to work? (®) on the way home? l
~Likely visits ~Interests ~Goals
5 o timesaweek [ adventure Trips [ outdoor Training [[J pecrease Body Fat
[C] Beauty Therapy [[] personal Development Decrease Stress
Monday
Body Building [J personal Training [ pecrease Weight
Tuesday O Group Fitness Classes [[] social Events O Improve Health
Wednesday [ Group Training [] weliness [ Increase Fitness
[] Thursday [ nutrition [ Yoga / Piates [ increase Musde Mass
Friday Other Interests: [] rehabilitation
Saturday [ sports Spedific Training
[ sunday [ Toning / Reshaping

Step 5. Click the Activities tab; enter any activities for the prospect.
See the tutorial Adding an Activity for more information).

Step 6. Save and exit the New Prospect screen.

You have completed the steps required to add a prospect in Clubware.
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Groups

The following tutorials describe the most common actions associated with Groups.

Adding a Group
This tutorial describes the steps to add a group within Clubware.

Step 1. Select Members | Groups in the navigation panel as shown below.

&t Members
& Members
a Prospects

ix Unmatched (80)

Step 2. The Groups home screen displays in the right panel.
Select Add from the toolbar.

L3 Add [/ Edit ] Delete

Step 3. A New Group screen displays.
Add relevant information to your group as shown below.

& [Club Demo HO] Group: Sunday Walk Group == O X

Heat |3 Hsve |00

Name: Sunday Walk Group

Description: " This is all of the people who are interested in the sunday walking group.|

[] enable Billing
Members Others
(4 Add J) Delete 5 OpenMember

Last Name First Name Loaded On Last Updated Updatec

England Vincent

Step 4. Save and exit the New Group screen.
To add a member to a group, see the next tutorials, Adding Members to Groups or Adding Others to

Groups.
You have completed the steps required to add a group in Clubware.
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Adding Members to Groups

This tutorial describes the steps required to add members to groups.

Step 1. Select Members | Groups in the navigation panel as shown below.

& Members
& Members
ﬂ, Prospects

% Unmatched (60)

Step 2. The Groups home screen will display on the right side panel within Clubware.

Select the group you want to add to, and then click Edit in the Groups toolbar.

add | [T Edit |k Delete

The screen below displays.

& [Club Demo HO] Group: Sunday Walk Group = O X
i Exit | (4 b Save |0 | @

Name: Sunday Walk Group

Description: [ This is all of the people who are interested in the sunday walking group.|

[] Enable Biling

Members Others

| $ Add j] Delete G5 OpenMember

Last Name First Name Loaded On Last Updated Updatec

@ ledend et L
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Step 3. Click Add on the Members tab. The screen below displays.

A, Choose a Member — X
&' Common = |I
LastName  ~ FirstName  ~ | Membership Branch Joined Dz A
» ’ Jul | Char ge Account Club Demo HO
BE) Junior Charge Account Club Demo HO
'J 2xcaxc Fixed End Date Ciub Demo HO
3 asELA Steven 12 Month Direct Debit Club Demo HO 23/
3 ahmad Muhammed 10 Month PIF Club Demo HO
& Aba Jessica Charge Account Club Demo HO 310
| J Alen Tom 12 Month Direct Debit Club Demo HO
' Ames Rohan 12 Month Direct Debit Club Demo HO
3 Anderson Cynthia 12 Month PIF Club Demo HO 23/0
J  Aniston Jennifer 12 Month PIF Club Demo HO 110
Jb A Club Demo HO 210
9 ok 3 ———— 47 Mand nTE bk N LN R RE]
Member: 1400 10f 84 [B I <
OK || Cancel

Select a member and click OK.

The member selected will appear on the Group screen, as shown below.

& [Club Demo HO] Group: Sunday Walk Group =

Name: §u1day Walk Group

(] X

Description: | This is all of the people who are interested in the sunday walking group.|

[T [» 1] <

Member: |

|& Fighty Josh 6/12/2018 3:09... 6/12/2018 3:09... Clubwan

Loaded On LastUpdated  Updatec

Last modified by Administrator on 18/01/2007 9:56:04 AM

The first member added to a group is always marked as the billing member. This is indicative only.

Repeat the process for each member to be added.
Step 4. Save and exit the Group screen.

You have completed the steps required to add members to a group in Clubware.
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Adding Others to Groups
This tutorial describes the steps required to add members to groups within Clubware.

Step 1. Select Members | Groups in the navigation panel, as shown below.

& Members
& Members
; Prospects

% Unmatched (60)

Step 2. The Groups home screen will display on the right side panel within Clubware.
Select the group you want to add another person to, or use the search feature on the toolbar, then
click Edit.

|2 Add |[] Edit |k Delete

The Group screen displays.

Step 3. Select the Others tab as shown below.

Members | Others

4 Add [J] Edit ] Delete B

Last Mame First

Step 4. Click Add. The screen below displays.

& New Person — X

Hext [Hsve |2 o

Name:  Peter Johns|

(i) Use First-Name Last-Name

Enter the details.
Step 5. Click Save and Exit.
Step 6. Repeat the process for each person you want to add.

You have completed the steps required to add others to a group in Clubware.
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Background
Members are made part of a group with one member being responsible for the group payments.

Each individual member has their own account. The bill payers will have an account with invoices.
The non-payers will have an account with no invoices. When a member scans in, the system checks

if —
e They are a member of a group, and whether responsibility for the payment lies with another
e The bill payer’s account is overdue.

On the arrival pop up and Arrivals home screen it will show an overdue icon saying
“At least one other Member Account is Overdue” if the billing members account is overdue.

You need to manually go into the “Groups” tab on the member record to find the name of the group
they are part of and who the billing member is.

Then open the billing member’s record and check the financial details on the account.

Procedure

To utilize this functionality, you need to check the “Enable group billing” option from the Options
screen.

Select Administration | Branches | Select Current Branch | Settings | General

2 Branch Settings: Club Demo HO X

|

Advanced
1 System Show Guarantor Prompt for members under 18 years old

Entry

Entry Sounds
| Classes [ Use exact search for Alias fields

Poaint of Sale
¥
‘ Rewards Enable group billing

[ show deleted records

[[J Use Full Name as the default Member Search

Adyen Default Gender: Male 52
User Defined Fields =
User Defined Buttons Default number of records to display on grids: 100 T (value 0 = max records)
Blllmg:;:.ﬁir:ss Maximum number of records to display on grids: 1000 o
PaySmart Member Attachment's file size limit in MB: 103
Calendar =
| Account Member Photo Maximum Width: 640 S pixels
Email =)
| sms Member Photo Maximum Height: 640 T pixels Resize all member photos

| Access Control

| InTouch
Mywellness

| Clubware Services

1 Salesforce

Check the “Enable group billing”.
Click “OK” and restart Clubware.

Cancel

Step 1. Create a member and load the “Billing member” account against the billing member.

(We assume each member is to have their own account and their own membership card to swipe in.
If this is the case then you will need to add each other member and load an account against them
also).
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It is recommended creating another new account template for the additional members that is not
linked to a billing company (billing box unchecked) and does not have any invoices loaded against it.

Step 2. Create a New Group. Click Save.
The screen below displays.

& [Club Demo HOJ Group: Flighty Family = O X

Name: Flighty Family

|LoadedOn | LastUpdated | Updatec

Member: (|4 [ 4| Jof o IR < 2

Last modified by Clubware Support on 6/12/2018 3:24:52 PM
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Step 3. Tick the Enable Billing box and add the billing member to the group. Select ‘Set Billing’ and
select the account f there are multiple options.

& [Club Demo HO] Group: Flighty Family e O X

nth DD

10 Pack PT Sessions

| 10 Pack PT Sessions [Expired]
Member: [[41/ 4 Jof 1 [P < >
Last modified by Clubware Support on 6/12/2018 3:24:52 PM

Then add the other members of the family and select their accounts.

& [Club Demo HOJ Group: Flighty Family = ] X

E ¥ | Flighty

Member: [[4] 4| 1of 2 [p I[P < >
Last modified by Clubware Support on 6/12/2018 3:24:52 PM
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Note: You can reassign the billing member function as required.
Highlight the member and tick ‘Set Billing’. The Billing member changes automatically.

Note: The Billing Member must be the member who is the nominated Bill payer.

If a member of the group scans in and the billing member’s account is overdue, an arrival pops up
similar to the one below will appear.

Sarah Flighthy
v Group Member Account
&3 Another account is overdue

x . Take Photo .

Note: When the billing member closes the account, the end date will sync to his account and close it
down, but it will not automatically close the other group members’ accounts, and the same in respect
to holds, so these accounts must be adjusted manually.

Run a Member listing - All accounts report periodically and check if there are any inactive Billing
member accounts.

If there are, check the members in the group and close down their accounts to ensure they don’t
remain active.

You have completed the steps required to enable group billing in Clubware.
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Unmatched Records

Processing Unmatched Records

This tutorial describes the steps required to process unmatched records within Clubware.

Note: When a sync is performed, the Billing Provider, Billing Reference and account are checked to
see whether a match can be made to an existing member record. If there is no match, the
information from the sync is placed into Unmatched Records. The Unmatched grid in Clubware is a
list of records that are waiting to be matched or created.

The User should review this screen regularly and take note of the problem when resolving the
Unmatched Record.

Step 1. Select Members | Unmatched from the Members menu.

&d Members
& Members
; Prospects
& Groups

Unmatched (&0)

The Unmatched Records screen displays as shown below.

Note: You can access the Member’s billing provider details from this screen by highlighting the
member and selecting the billing provider icon as indicated below.

|Be Vew Go Took Syndwonsaton teb
CF S35 | Print (G PrintPrevew (]

T —

€ ty * [\ G potch... | ] peiete | wm Dstitaccess i

¥ Front Desk

5 Memb First Name Date Added | Bilng Provider Bling Account Reference | Account Code | Branch A
n Davd 11/10/1977 | FHOQB0303521 | Cannot find a Match 25/11/2014 | Debitsuccess Chub Demo HO
& Membars . : - :
g i | baker Turanga 11155 FQB0X085S | Cannot find a Match 25/11/201% Debitsuccess
- & | Koutsopoucs John 10/09/1581 FHQBO3ESS Cannot find a Match 25/11/2014 Debitasccess Club Dema HO
& Groipe | schiesng= Gareth 6/10/1977 FHQBO300873 | Cannot find & Match 25(11/2014 | Debituczess Oub Demo HO

3 Tehurg Pauine 0/17/1968 FHQB028860 Cannot find & Match 25/11/2014 | Debitauccess Club Demo HO

a ‘ 2 Gladmen Trever 18/07/1974 ESP2010314 Cannot find & Match 25/11/2014 | Debiteuccess OubDemoHO
@ Resources Birstructors |8 vanGamberg  natale 112197  ESSP2010308 Cannot find a Match 25/11/2014 ' Debitsuccess Club Demo HO
(M Eodkngs | | Homets Michael 19/04/1568 ESP010305  Cannot fnd a Match 25/11/2014 | Debitauccess b Demo HO
& Class Calendar |8 viatace Smon 20/09/1579  ESS888997 Cannot find a Match 25/11/2014 ' Debitsuccess Chub Demo HO
Z.}Cmbmccamdar i Wialace Tm 11/04/1988  ESSM838987 Cannot find 3 Match 25/11/2014 ' Debitsuccess Club Demo HO

Step 2. Select the first member from the screen.

The Problem column displays the reason the member is in the unmatched records file. This is usually
one of three reasons, as follows:

Cannot Find a Match: A member with the same name, date of birth, billing reference and account
code doesn’t exist within Clubware. This is due to Clubware and the billing provider not having all the
exact matching details to link or create a new member. See Tutorial Adding an Account Template for
more information on account codes.
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Matches more than one billing ref: This indicates that the same billing reference is against two
different accounts.

It is recommended you show your deleted records (Administration | Branches | Select Current
Branch | Settings | General) and then search by Billing Ref — this should locate the duplicate
entries.

You will need to remove the billing reference from the incorrect account.
Once completed, click the Match button to match the record.

Matches Member with Multiple Accounts: This indicates that a member has multiple active
accounts, and none of them have a billing reference.

Step 3. Matching a Record.
Select the member and click the Match button.

The Match Member wizard displays.

[Club Demo HOJ Match Member; David Linton = a X

Choose an Existing Member
Or create a new one

(O Choose a Suggested Member
First Name Middle Last Name Date of Bith Status Sex  Emal Mobile Phone Branch

- | Paral match
& David Linton Inactive M Ciub Demo HO

O Look up a Mermber

(®) Create 5 New Member

Branch Club Deme HO

Next > Cancel

You have 3 options:
e Select from a suggested member
e Look up an existing member
e Create a new member

Choose your option, then select Next.

The next step will ask about the account the member has signed up for.
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& [Club Demo HO] Match Member: David Linton - m} X

Choose an Existing Account
Cr create a new one

O Choose an Existing Accourt
| | Description iﬂramh | Barcode Start Date End Date Overdue Biling Ref v

Membership: 4 | 4 olof o FEIBE
@Claaealhwm

| <Back | Nea> Cancel
You have 2 options
e Chose an existing account
o Create a new account
Choose your option then select Next.
24 [Club Demo HOJ Match Member: David Linton - m] X
Eung nenterses
Name: David Linton
Branch: Club Demo HO
Account.. | Account created
Account Type: 6 Month DD
Start Date: 6/12/2018
Branch: Club Demo HO
| Gose |

The confirmation displays, as shown below.

Click Next Member to move onto the next member in Unmatched.
The processed member will be removed from the unmatched screen and added to Clubware.

Step 4. Repeat the process for all members in the unmatched records screen. Select Close to close
the wizard
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Note: At any stage you can enter a member or an account from the Unmatched screen by double
clicking the member or account option.

You have completed the steps required to process unmatched records in Clubware.
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Calendar

Overview

The Calendar allows you to view bookings, classes, resources and instructors from one central area

within Clubware.

Information can be configured into different perspectives, depending on your requirements. A
summary of the selected item can be viewed on the bottom right of the Calendar, or you can double

click to open and view the item.

The Calendar displays a detailed view of a single day based on the day selected on the top right mini

calendar.

You can select multiple days to change the calendar view.

You can also select different views by using the day | week | month icons on the main toolbar.

Views can be printed to help staff who work away from Clubware or don’t have access to a PC.

& my Calendar 1
&F Activites (69) E Resources & Instructors (Cirl +F3)
E Calendar [ Bookings
& Favourite Reports & Ciass Calendar
- # Announcements [Z.} Combined Calendar
Ik &5 staffRoster
&# Point of Sale
& Arrivals
& Activities
EH Timetable
&l Members
& Members
& Prospects
& Groups
g%z Unmatched (71)
[ calendar
t Resources & Instructors
(™ Bookings

£ Class Calendar
[D Combined Calendar
&5 Staff Roster
& Retail Management
& Casses
G Reports
‘|_' | Correspondence
# Administration

Resources & Instructors

This view allows you to view any bookings and classes associated with a specific instructor and
resource. Resources can be a physical piece of equipment or a location. You can select which
Resources and Instructors bookings you wish to view based on each Clubware user who logs in.
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This view allows you to view all bookings within Clubware. You can also add and edit bookings from
this calendar. You do not need a resource or instructor attached to the booking if it is added under
Clubware Bookings section. A charge per person or per session can be added to any booking.

This view shows individual sessions created in the Term Classes and Classes section of Clubware.

The combined view displays all of the above views in a single location.

This view enables to view the roster for any of the staff for any given date and time. You need to set
the available and unavailable times for each instructor if you enable the Staff Roster.

Note This feature must be enabled from the Administration | Branches | Select Current Branch |
Settings | Calendar screen before the Staff Roster is visible from the calendar screen.

You can charge for:
e alocation,
e aresource,
e aninstructor, or
e Manually set per session or per person rates.

With a per session charge, you can charge one attendee the whole amount, split the charge between
all attendees, or manually set the amount for each person.

If you add a charge to an attendee via bookings, the payment must be taken via the booking.

A charge account is added to the member’s record and keeps track of any charges attached to the
attendee by creating an invoice with the due amount for the date of the booking.
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How To

Clubware Bookings

Adding a Booking
This tutorial describes the steps required to add a booking within Clubware.
Step 1. Select Calendar | Resources and Instructors in the navigation panel, as shown below.

"] calendar

“# Resources & Instructors
[*% Bookings

L3 Class Calendar

IE' Combined Calendar

&% Staff Roster

Step 2. The Calendar displays on the right in the main panel.
Click the date you require on the mini calendar on the top right of the main panel, as shown below.

Resources & Instructors
Tuesday, 4 December 2018
Group Training " Cydle Studio 2

4 December 2018 P

A IWEES S

2627282930 1 2

|| 3[4567859

T ” 101112131415 16
-~

171819202122 23
242526272829 30
31 123456

]

8

Resources Instructors
[C] [aHO] Consultation Office A
[] [AHO] Creche
[] [AHO] Cyde Studio 1
® o
[AHO] Cyde Studio | | || |[T] [AHO] Exercise Studio 2

i Boxing [] [AHO] Fitness Ropes

. [AHO] Group 1 [[] [AHO] Fitness Testing Rool

st [] [AHO] Floaties

8
I}

|81

A o A WN

|

8

[ [] [AHO] Giant Swiss Ball

| [AHO] Group Training

‘ [ [AHG] Main Pool

] [aHO] Mat

[7] [AHO] Medicine balls - hea ¥

8

8

© W ® N
8

-

Step 3. Click the Resources Tab and then the Instructors tabs and tick your selections.

Step 4. Double click on the required time slot in the calendar for the booking.
A blank Booking screen displays.
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Complete the details as shown below.

) [Club Demo HO] New Booking — a X
i Ext | b Save | (A | @ O Reasence Rolcal Cancelsookhg!
Description: |
Category: (O  spedfy Account

Location. .. (® (~Use Charge Account
Start Time: 4/12/2018, 5:00PM ¥ Chaxpe: ¥3.9
End Time: 6:00 PM 1?/ GP’:: 2:::00:
Duration: 60 T (Minutes) Total Charge: $0.00
[ Reminder: Paid: $0.00
[ confirmed Balance: $0.00

Notes:

Attendees Resources Instructors

> Add

Deleta

Name

i Bill Smith will be added to the Instructors list when this booking
/ is saved.

Instructor: 4 o oof ¢ b bl

i) Thi

s is a single o

ocaurrence booking

Main Points:

Description: The description that appears on the Booking and Calendar.
Category: Select a category for the booked event (This field is optional).

Location: Select the location for the booked event. (This field is optional).
Start Time: Enter the date and time the event will start.

End Time: Enter the time the event will end.

Duration: Check the length of the booking.

Reminder: Check this box and select a time to display a reminder pop-up. This option is
enabled in the Options screen.

Select Branches | Edit Current Branch | Settings | Entry. From here you can change the
default time range.

Specify Account/Use Charge Account: You can select the method by which members pay
their bookings.

By specifying the account used you can attach an account to the booking, which can be
useful for items like PT sessions. If you link a concession account to the booking, each time
the member attends the booking their concession card will be debited one concession.

You have the option to charge for bookings if you use the ‘Use Charge Account’ option.

Charge: Enter the charge for the booking (if any). If a yellow warning symbol appears after
you have entered the charge, use the Charge buttons under the Attendees tab to ensure the
amounts charged to attendees equal the total charge for the booking.
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Attendees: (This field is optional).

This tab shows a list of attendees for the booking.

To view or edit this list, you need to save the booking.
Click Save at the top of the Booking screen.

A booking can have multiple attendees. For more information on adding attendees, see the
Adding a Booking tutorial in the Calendar — How to section.

Within this tab, charges can be split between attendees using the Split Charge button,
charged to one attendee using the Charge Selected button, or set individually for each
attendee by double-clicking the member’'s name.

How to take Payments

e Highlighting the member

¢ Click ‘Payment’

e Enter details of the payment.
How to make a Refund

e Highlight the member

e Click ‘Refund”

e Enter details of the refund.

Resources: (This field is optional). This tab shows a list of resources for the booking.
A booking can have multiple resources.

To view or edit this list, first save the booking as described in the Attendees paragraph
above.

Instructors: (This field is optional).

This tab shows a list of instructors for the booking.

A booking can have multiple instructors.

To view or edit this list, first save the booking as described in the Attendees paragraph
above.

Recurrence: A booking can be set up to recur at pre-determined intervals. See the tutorial
Adding a Recurrence to a booking for more information.

Step 5. Save the booking. The Attendee toolbar becomes enabled.
To add an Attendee, click Add on the Attendees tab.
The screen below displays.

& Select Attendee X

O] Existing Member or Retuming Casual

Add Casual... {Use First-Name Last-Name

Name: |

Account:

i) Note: Casual members are stored in Clubware along with

~ regular members. To ensure that a retuming casual OK
member’s attendance and invoice details are kept together,
please check the Clubware Members list first. Caicel
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Step 6. Select Existing Member or Returning Casual.
Click the magnifying glass to the right of the Name field.
The Choose an Attendee dialog box will display.

Select a member and click OK, as shown below.

' 4, Choose an Attendee — O X
| % common = | [|)ScanNow [3 Add Qgﬁ_!

Last Name First Name Membership Branch Joined Date

e =

& Smith Tammy 12 Month PIF Club Demo HO 5/03/2

J Jones Dylan 3 Month PIF Club Demo HO 10/07/2

& Clooney George 3 Month PIF Club Demo HO 24/11f2
Member: |4 4 10f 4| p bl < >

oK Cancel

The screen below displays.

& Select Attendee X

® Existing Member or Retuming Casual
O Add Casual... (Use First-Name Last-Name)
Name:  [ENGROSY
Account: 4
@ Note: Casual members are stored in Clubware along with
regular members. To ensure that a retuming casual oK

member’s attendance and invoice details are kept together,
please check the Clubware Members list first Cancal

Step 7. Click OK.

If you want to add a Casual Member to a booking, click on Add Casual and type the person’s name
in manually. This will also add a new member record to Clubware so they can be contacted as a
prospect and they will be available under the ‘Existing Member or Returning Casual’ option next
time.
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The booking screen redisplays, and the member selected displays as shown below.

Attendees Resources Instructors

& Charge Selected &3 Split Charge

’ Last Name | First Name n Charge | Paid
| - | Status: Active

B * | Fighty Josh ; ,

You can assign a resource or instructor to the booking.
Click the Resources or Instructors tab, then click Add.
(As with Attendees, you need to save the booking first).

A list will appear with appropriate choices. Add as required.

Step 8. Save and exit the form when entries are complete.
The booking will display in the Calendar, as shown below.

Tuesday, 4 December 2018 ally ecember 2018 P
Bill Smith Fitness Testing Room MTWTFSS
2627282930 1 2
3(456 789

w

1 101112131415 16
A -

171819202122 23

2 i 2L 242526272829 30

31 12345¢6

Resources Instructors

[C] [AHO] Consultation Office A
00 [] [AHO] Creche

[] [aHO] Cyde Studio 1

00 | Josh Alighty PT () Josh Flighty PT ] [AHO] Cydle Studio 2

T | & [AHO] B Smith W [AHO] Fitness [] [AHO] Exercise Studio 2

pos [] [AHO] Fitness Ropes

S 8 40 Fnese Tesirg Ro
[] [AHO] Floaties

00 [[] [AHO] Giant Swiss Ball

[] [AHO] Group Training

00 [] [AHO] Main Pool

= [] [AHO] Mat

[[] [AHO] Medicine balls - hea ¥

You have completed the steps required to add a booking to the calendar in Clubware.
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Charging for a Resource or Instructor

This tutorial describes the steps required to charge for a Resource or Instructor within Clubware.

Step 1. Select Calendar | Resources & Instructors from the Navigational Panel.

The Clubware Bookings screen displays.

Step 2. Double click on the required time slot in the calendar.

The New Booking screen displays as shown below.

™ il

I@m b save | | @ < Recurence Rnl('d](:mcelsooh-vg!

Description: Josh Flighty PT
Category: PTDAY 1 >
Location... Group Traning (® (Use Charge Account
Start Time: 4/12/2018, 5:00PM  ~ Charge: #0.00.
End Time: 6:00 PM @ e sk
s : (O Per Person
Duration: 60 T (Minutes) Total Charge: $0.00 |
| [ Reminder: Paid: s0.00 ||
- 4 $0.00 |
[ confirmed &, Add Charge to Booking? X |
Notes: Resource: Group Training
Per session charge: K|
Attendees Resources Insiry Do Not Add l
b [l ) o | D B 3 aked | 3 Oiend 3 o
Last Name First Name ﬂ Charge Paid |
|
| & Flighty Josh

Attendee: |4 | 4 of 1[p bl

1) This is a single occurrence booking.

Use the magnifying glass to display the Choose a Location screen.

Highlight your choice and click OK.
You will be prompted to add a charge for that resource.

Type an amount and click Add Charge if you wish to add a charge

Note: You will receive the same prompt if you add a resource from the Resources tab or an
Instructor from the Instructor tab.
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You can automatically add a charge based on an instructor, at a per session or per person rate
from the staff member record (Administration | Staff Members).

& [Club Demo HO] Staff: Bill Smith = X
& | £~
General Photo Notes Public Notes Branches
[tiome Date of Birth: i
Title:
' Gender: O Female ® Male
First: ;
Smith
Loy Commmission %:
Bill Smith
Public: Start Date: g ¥ V.
] Allow booking as a resource Erd ute; I =
Security
Per Session: $0.00
® } Default Logn ID Billy
Per Person: $10.00 O
Password:
Addresses
( Group: Administrator Q

If you do not have the full amount allocated to attendees, a yellow triangle with an exclamation mark

in it displays, as shown below.

(") [Club Demo HOJ Booking: Josh Flighty PT, 4/12/2018 O X
Description: Josh Flighty PT

Category: PT DAY 1 @, Spedify Account

Location. .. @, (@ (~Use Charge Account .
Start Time: 4/12/2018, 5:00PM ¥ Charge: 3
End Time: 6:00 PM 8 g:i::j;"
Duration: 80 7 (Minutes) Total Charge: $30.00 /1
[ Reminder: * Paid: 0.00

[ confirmed Balance: $30.00
T
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Step 3. Add your attendees and allocate the charge as required. The full session charge will
automatically be assigned to the first attendee added to the booking. One person paying for the class:

[ [Club Demo HOJ Booking: Josh Flighty PT, 4/12/2018 - a X

ave | 1) | @ O Reaurrence

Descpton:  Josh Fhty T

Category: FTDAYi k Spedfy Account

Location... Group Training @, (@ (~Use Charge Account

Start Time: 4/12/2018, 5:00PM v Charge: & 30,00
Per Session

End Time: s:oq PM O per

Duration: 60 T (Minutes) Total Charge: $30.00

[ reminder: - Paid $0.00

[ conf Balance: $30.00

Notes:

Attendee: (W41 |of 2 [BIbi]

(i) This is a single ocaurrence booking.

Last modified by Clubware Support on 4/12/2018 10:51:57 AM Booking Taken by Clubware Support
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Click ‘Split Charge’ to divide the cost amongst all attendees.

[*7) [Club Demo HOJ Booking: Josh Flighty PT, 4/12/2018 - O X

e bl s 0@ O geamrence Rolcal nm'

Description: Josh Flighty PT

Category: PTDAY 1 Q Specify Account
'Location... Group Training @, (@ (Use Charge Account
Start Time: 4/12/2018, 5:00PM v Charge:

End Time: 6:00 PM

Duration: ) f (Minutes) Total Charge:
CJReminder: = Paid:

[ confirmed Balance:

Notes:

& Fighty Josh $15.00

& smith Tammy $15.00

dee: [l 4 jof 2 [p [bi]
G)Thisisasin*mnnenceboddng‘

Last modified by Clubware Support on 4/12/2018 10:51:57 AM Booking Taken by Clubware Support

Step 4. Double click on an attendee to manually enter the amount they are paying.

& Booking Attendee: Flighty, Josh — O X

- = . _—
Member... | Fiihty, Josh ]
Charge: $15.00

Payment Due: 4/12/2018 v

' Date | Amount ~ | Type Pay Method
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The allocated charges should total the charged amount.

m [Club Demo HO] Booking: Josh Flighty PT, 4/12/2018 = O X

Category: PTDAY 1 Q C Specify Account
lLocation... | Group Training & (@ Use Charge Account
Start Time: 4/12/2018, 5:00PM Charge:

End Time: 6:00 PM

Duration: 60 T (Minutes) Total Charge:
O ! [ v/ Paid:

[ confirmed Balance:

Notes:

Attendee: (14 4 || 2of 2 [Fb]

(i) This is a single occurrence booking.

You have completed the steps required to charge for a Resource or Instructor in Clubware.
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Taking a Payment for a Booking

This tutorial describes the steps required to take a payment for a booking.

E [Club Demo HOJ Booking: Josh Flighty PT, 4/12/2018 = m] X

Description: Josh Fighty PT

Category: PTDAY 1 Q Speafy Account
Locaton... | Group Training 4. @ /Use Charge Account
StartTme:  4/12/2018, S:00PM v Charge:

End Time: 6:00PM

Duration: 60 % (Mnutes) Total Charge:
[ Reminder: = Paid:

[ confirmed Balance:

Notes:

" @ Pty Josh $15.00
i & smth Tammy $15.00

| Attendee: [I4[ 4] of 2 [pMI

() This is a single occurrence booking.

Step 1. Highlight the Attendee and click the Payment button.

&# Refund | & Charge Selected

' Firs|Take & payment for the selected attendee
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The New Payment screen displays.

4/12/2018 ”

Step 2. Enter the Amount to Pay and press ok. Process the payment through point of sale.

The payment will show in the Paid column next to the Attendee and in the Paid field in the top right
corner. The remaining balance will be updated accordingly.

™ [Club Demo HOJ Booking: Josh Flighty PT, 4/12/2018

Category: PTDAY 1

ocaten.. | Group Tranng

Start Time: 4/12/2018, 5:00 PM
6:00 PM

Attendee: [[{ 4] 20f 2

(i) Thisis a single occurrence booking.
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You can view the invoices and payments associated with bookings for members by accessing the
member record and opening the member’s charge account.

Below is a screenshot of the charge account for Josh Flightly and shows the $30 invoice.

The attendee should make the payment before attending the class, but this account will keep track of
any amounts outstanding.

5 Payments Notes Rediprocal Access

[ & Add [/ Edit j| Delete |2 Hold/Suspend
-_—

Type Start ~ | Finish Instalment Frequency Total Value

4/12/2018 |  4/12/2018 | $20.00 | One Off

Below is a screenshot of the payment Josh made for the booking.

Finandals Invoices Payments Notes Reciprocal Access

Date Description Amount  Type Paid By

4/12/2018 | Account Transaction §20.00 | Receipt !Cash

You have completed the steps required to take a Payment for a Booking in Clubware.
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Adding a Specify Account Booking
This tutorial describes the steps required to add a “Specify Account” Booking.

Step 1. Select Calendar | Bookings (or Calendar | Resources & Instructors) on the navigation panel
as shown below.

| & Clubware 440,137 - Beta Build — o X |

3122018 | 4f12f018 | sf13j2018 | 5/12/2018 | 7/12/008 8/12/2018 9/12/2018

MTWTESS
%UBNN 12
1 sas6789
0111213141516
2= 1781920212223
242526272829 %0
F M 123456
4!;
50 | !
6" 1 \
| |
7= } §
o
8™ ‘ \
) 1 \
9= | \
10" 1
00 v | |

Step 2. Double click at the time you would like the booking to be made. A New Booking screen
displays.

[™ [Club Demo HO) New Booking = & X

Category: & O spedfy Account

L A @ [Use Charge Account
Start Time: 4/12/2018, 5:00PM v Charge: 5 $0.90
Per Session
End Time: 6:00 PM O Perp
Duration: 60 T (Minutes) Total Charge: $0.00
] Reminder: - Paid: .00
D: § i Balance: $0.00
Notes:

<, Bill Smith will be added to the Instructors list when this booking
U)byvd.

wstructor: INIINAL__50F o R
(i) This is a single occurrence booking.

[Club Demo HOJ New Baoking
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Step 3. Type a Description and select the

‘Specify Account’ option.

(™) [Club Demo HOJ] New Booking — a X
Description:
Category: Gym Tour @, @ spedfy Account
Location. .. J Consultation Office 1 @, (O (Use Charge Account
Start Time: 4/12/2018, 5:00 PM v Charge: gogoJ
End Time: 5:30 PM ) Per Session
e - = Per Person
Duration: 30 3 (Minutes) Total Charge: $0.00
[[] Reminder: > Paid: $0.00
D Confirmed Balance: $0.00
Notes:
Attendees Resources Instructors
' ‘ Last Name I First Name - 'ﬂ| Account Type Account Descri,.. | Concessions Re.
Attendee: [J{I[ 41|  ojof o [pIMY] < >
@Misasngleocumencebooh‘ng.

Step 4. Click Save.

The Attendees | Resources | Instructors section is activated.

Attendees |R_ESDLI’CEE I Instructors

Last Marme First Mame

Adding Attendees to the booking

Step 5. Click the Add button under the Attendees tab.
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The Select Attendee screen displays.

a Select Attendee

(O] Existing Member or Retuming Casual

Add Casual... (Use First-Name Last-Name)

Name: |

Account: 4

(D Note: Casual members are stored in Clubware along with
regular members. To ensure that a retuming casual oK
member's attendance and invoice details are kept together,

please check the Clubware Members list first. Concel

Step 6. Click the magnifying glass icon next to the ‘Name’ field and search for member and select

(refer searching for member).

Note: with this type of booking casual attendees cannot be added.

Step 7. When an Attendee is selected —
¢ Click the magnifying glass icon next to the ‘Account’ field.

e Select the account you wish to link to the booking.

& Select Attendee

O] Existing Member or Retuming Casual

Add Casual... (Use First-Name Last-Name)
Name: R
Account: 6 Month DD 4
(D Note: Casual members are stored in Clubyvare along with
regular members. To ensure that a retuming casual oK

member's attendance and invoice details are kept together,

please check the Clubware Members list first. Concel

Step 8. Click OK.
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The Select Attendee screen now displays as shown below.

& Select Attendee X

(®) Existing Member or Retuming Casual
Add Casual... (Use First-Name Last-Name)
Name: Josh Highty
Account:

i) Note: Casual members are stored in Clubware along with

regular members. To ensure that a retuming casual 0K
member's attendance and invoice details are kept together,
please check the Clubware Members list first. Gl

Step 9. Click OK.

Repeat the process for other attendees as required.
You can now add any resources, instructors, locations to the booking if required.

Note: When you have finished adding the booking you can set it as recurring if the same attendees
plan to be attending the class in future bookings.

Alternatively you can set it as recurring prior to adding attendees and you can add attendees to
individual occurrences of the recurring booking as you go.

You have completed the steps required to add a specify account booking in Clubware.
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Adding a Recurrence to a booking

This tutorial describes the steps required to add a recurrence to a booking.

Step 1. Select Calendar | Clubware Bookings (or Calendar | Resources & Instructors).

Step 2. Double Click on an individual booking.

Resources & Instructors

Navigation

The selected booking screen will display .
Step 3. Click the Recurrence button.

[™ [Club Demo HO] Booking: Josh Flighty PT, 4/12/2018 O X
Description: Josh Flighty PT

Category: PT DAY 1 ‘-, Specify Account

Location... | Group Training @, (@ Use Charge Account

Start Time: 4/12/2018, 5:00PM ¥ ( Charge: §rn
SodTmar o fa002M__ (8 ba senln

The Booking recurrence screen below will display.

Booking Recurrence X

Booking Time
stat:  [E:00 PM End: 6:00PM  Duration: 60 3
Recumence pattem Range of recurence
O st (e
O Weekly End after: 15 Occumences
O Monthly End by: 4/12/2018 ~ (Tue)

| OK ’ | Cancel I { Remove Recurrence

Change settings as required and click OK.
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The New Series screen displays, with occurrence summary detailed.

T New Series = O X

Desription:

Category: |PT DAY 1 c\] Spedify Account

;Lomhon ] [Group Training Q,} (® ~Use Charge Account

-~ Occurs every Tuesday effective 4/12/2018 until 5/02/2013 from Charge: $30.00

Y 5:00 PM to 6:00 PM er Sessior

Total Charge: $35.00

[] Reminder: ' - Paid: $20.00

' Balance: $15.00
Cancelled
Notes:

| $20.00 | $20.00

» -
& Smith Tammy $15.00 $0.00

Member: [[4] 4 1of 2 [p | pl]

Click Save and Close. The booking will now display as a Recurring Booking. Displaying the
Recurrence icon ¥

"y Josh Aighty PT
L [AHO] Bl Smith

T )

You have completed the steps required to add a recurrence to a booking in Clubware.
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Adding a Recurrence to a booking for a member
This tutorial describes the steps required to add a recurrence for a booking within Clubware.

Step 1. Locate and open the required member’s screen.
(See the tutorial Finding a Member).
Select the Booking tab, as shown below.

& [Club Demo HO] Member: Joanne Franks = a X

35| Activities  Attachments Pre Sales

General Details Accounts FitnessProfle Groups Term Classes Classes (B

e A

| Date Charge | Confirmed | Bk Cancel | AtCancel |S.. |

; v leiphon
B Kk} | 5/12/2018 12:00 PM y

Step 2. Select the required booking from the list of bookings and click Edit.
The Booking screen will display as shown below.

@ [Club Demo HO] Booking: PT Session Jo Franks, 5/12/2018 - O X

Description: PT Session Jo Franks

Category: @ Specify Account

Location... | % @ (~Use Charge Account — S

Start Time: 5/12/2018, 12:00 PM ¥ Charge: = ¥45.00
Sl i Per Session

End Time: 12:45 PM O perp

Duration: 45 T (Minutes) Total Charge: $45.00 /)

[ Reminder: - Paid: $0.00

[ conf I Balance: $45.00

Notes:

Attendees Resources Instructors

Attendee: [[H[ 4] |of 1 [p b}

(i) This is a single occurrence booking.
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Step 3. Click Recurrence on the Booking screen toolbar.
The Booking Recurrence screen displays.
Enter recurrence information as shown below.

‘ Booking Recurrence X
Booking Time
Stat: 12:00 PM End: 12:45 PM Duration: 45 3
Recurrence pattem Range of recurence
O Daiy Start: 5/12/2018 (Wed)
®iWeekly: End after: 10 Occumences
O Wonthly End by: 6/02/2019 v (Wed)

OK Cancel Remove Recumence

Step 4. Click OK.
The Booking screen now displays the recurrence details, as shown below.

T2 New Series - ] X
|4 Exit | | SaveandClose | ) | @ v Recurrence !
Description:

Category:
Location. .. \,| @ /~Use Charge Account
. Occurs every Wednesday effective 5/12/2018 until 6/02/2019 Charge: $45.00

U from 12:00 PM to 12:45PM

Total Charge: $0.00

[[] reminder: Paid: $0.00
Balance: $0.00
Cancelled
Notes:
Attendees Resources Instructors
|4 Add j| Delete
—
Last Name First Name Charge Paid
[* TFranis [oarme 000

Member: | |4 | | 1of 1 b M

Step 5. Click Save and Close to close the form.

Note: You can Add | Edit | Delete attendees, resources and instructors from the whole series, or
from this point forward.

This is useful if you want to keep track of history or make changes to the instructor, or add an
additional instructor part way through a series etc.
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You have completed the steps required to add a recurrence to a booking for a member in
Clubware.
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Editing a Recurring Booking
This tutorial describes how to edit a Recurring Booking.

Step 1. Select Calendar | Bookings (or Calendar | Resources & Instructors) on the navigation panel
as shown below.

Navigation Resources & Instructors
7 My . Wednesday, 5
¢ Front Desk _ Bill Smith
&b Members

& Members

s o

4 Prospects ‘

& Groups 9 S

& Unmatched (58) =
. 00 | é» Boxing
& Calendar 10— | pwopswsmn

c Resources & Instructors

(77} Bookings 11 8

Class Calend

S ey pm | [ & A AT Session Jo Franks

[Q Combined Calendar 12 =

& Staff Roster

00

¥ Retail Management ] ==

Step 2. Double click on a recurring booking.
Note: If a booking is recurring it will have two arrows circling each other ¥ on the calendar screen.

You will be prompted to either open the series or the occurrence.

Open Recurring ltem X

"PT Session Jo Franks" is a recuning
appointment. Do you want to open only
this occumrence or the series?

L ]

@ Open this occumence.

O] Open the series.

| Cancel

Step 3. If you want to make changes to the booking for that day, select “Open this occurrence”.

To make changes that will apply to the whole series select “Open the series”.
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Step 4. Click OK.
The screen below displays.

| '-Z-ENew Series — O X
i
icﬁ Exit } H Save and Close L@ | @ A_¥ Recurrence !

Description:

Category:
| Location... s @ ~Use Charge Account
= Occurs every Wednesday effective 5/12/2018 until 6/02/2015 Charge: §45.00
[\Y' from 12:00 PM to 12:45PM :
Total Charge: $0.00
[ Reminder: Paid: $0.00
Balance: $0.00
Cancelled )
Notes:
Attendees Resources Instructors
[3 Add 4 Delete
————
Last Name First Name Charge Paid
[# [Franks __Jloame _____[$0.00 $0.00

Member: | |4 | 4 1of 1 Dl

Step 5. To extend or reduce the number of occurrences, click Recurrence and extend or reduce the
number of occurrences or end by date as required.

Step 6. To delete an attendee, highlight the attendee and click “Delete”.

Note: The same options are available if you wish to add or delete resources or instructors. This
option may be useful if you change the instructor taking the bookings part way through the series.

You have completed the steps required to edit a recurring booking in Clubware.
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Using the “Automatically mark booking members as attended if within x
hours” option.

You can automatically mark a member as having attended a booking when they scan in within a
certain number of hours of attending the booking. This means that you do not have to do the roll call
option on the booking.

It also allows you to scan a membership card that may not be the account that is linked to the
booking.

For example you may link a concession card account to a booking and the member scans the entry
card that is associated with their membership account.

It will automatically deduct one concession from the concession account.
A benefit of this is not having to print a membership card and a concession card for the member.
Follow the steps below to enable this feature.

Select Administration | Branches | Select Current Branch | Settings | Entry from Administration
to enable this feature.

<" Branch Settings: Club Demo HO X
General ; ; o=
Advaceed Stop if due to expire in less than: ~ Days
System Stop if overdue by more than $0.00 and 0 7 Days
Entry Sounds Show reminder for activities and bookings due in: 17 Daysorless
Classes
Point of Sale Stop if account has a billing provider stop note
i :Zwards Automatically mark class members as attended if within: 60 7 Minutes
- Adyen
User Defined Fields Automatically mark booking members as attended if within: 60 T Minutes

User Defined Buttons

Biling Providers Record exceptional absences when recording makeups

- Debitsuccess [[] pelay re-entry of memberships by: 17 Minutes
PaySmart

Calendar O Delay re-entry of Concession Card by: 1 Seconds
Account Cloi s T
Emad Display warning every: - Visits
SMS [ Limit arrivals to show last: 10 7 Arrivals
Access Control
InTouch Arrival popup delay: 03 Secs
Myweliness
Clubware Services Show member's picture on arrival pop-up [ Do not fade arrival messages
Salesforce Show member's picture on arrival screen Auto-save manual arrivals with current account

Always set Visit Date to be the same as Booking or Session Date when doing Roll Call

Re-entry
Mark visit as re-entry if within: 45 7 Minutes

[ nclude Concession Cards in re-entries

Cancel

Check the Automatically mark class members as attended within: box and select the required number
of hours. Click OK.

Note: From the same screen, you can also use the “Automatically mark Class members as attended
if within” option, for members attending class sessions.

You have completed the steps required to use the “Automatically mark booking members as
attended if within x hours” option in Clubware.
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Taking the Roll Call for a Booking.
This tutorial describes the steps required to take a roll call for a booking in Clubware.

Step 1. Select Calendar | Clubware Calendar | Resources & Instructors from the navigation panel
as shown below.

ﬁ Calendar

E Resources & Instructors
LF Class Calendar
E Combined Calendar
&% Staff Roster

The Calendar will appear on the right in the main panel as shown below.

Navigation Resources & Instructors
#i My Tuesday, 4 Dt

'\ Front Desk Bill Smith
&b Members
& Members

<

& Prospects
&b Groups 3 bl
4 Unmatched (58)
7 calendar 4 o
‘ Resources & Instructors o

. 00 | Josh Alighty PT

(7% Bookings =g [AHO] Bill Smith
{3 Class Calendar
(&3 Combined Calendar 6 =
&5 Staff Roster

&# Retail Management

[

Step 2. Click a day in the mini-calendar. The schedule for that day appears in the main calendar
screen.

Find and select the booking you want to take the roll for, as shown below.

=}

00 | Josh Fighty PT
5|z @Hopslsmin

2
E

Step 3. Double Click the selected booking.
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Note: If the booking is a recurring item, the ‘Open Recurring Item’ screen displays. (If not the Booking

screen will display as shown below).

Open Recurring Item X

"Josh Flighty PT" is a recuming
B appointment. Do you want to open only
this occumence or the series?

® Open this occumrence.
(O Open the series.

[ ok ]| cance

Step 4. Select ‘Open this occurrence’.
Click OK.

The booking screen below will display, as shown below.

Attendees Resources Instructors

Jof 2 [pI[bi]

‘ Attendee: | I(] ;H

[™%) [Club Demo HOJ Booking: Josh Flighty PT, 4/12/2018 - O X
Description

Category: PT DAY 1 Q Specify Accoun

Location... | Group Training A @ [ Use Charge Account

StartTme:  4/12/2018, 5:00PM  ~ Charge: 010
End Time: 6:00PM 8 ::: :::‘"
Duration: 60 7 (Minutes) Total Charge: $30.00 /1
[JReminder: - Paid: $20.00
[Jicenfmed Balance: $10.00
Notes:

@ Occurs every Tuesday effective 4/12/2018 until 5/02/2018 from 5:00 PM to 6:00 PM

Step 5. Click Roll Call.
The Roll Call screen displays.
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[ Roll Call - Josh Flighty PT - ] X

Last Name First Name B overdue —m

* |Fiighty Josh | |o.00 Print
& Smith Tammy 0.00

Present

Absent

Phoned

Cear

oK

Member: [14] 4 1of 2 [p ¥ Cancel

Roll Call - Josh Flighty PT

Step 6. Select each required member or click “Select All”, then click one of the options below:
You can mark a student as Present, Absent, or Phoned, or you can Clear a member’s record.
Present: The member has attended the booking.
Absent: The member is absent from the booking.
Phoned: The member phoned in advance to notify of booking absence.

Click OK. The Roll Call screen will close.
The information screen shown below displays.

Booking X

Booking has been automatically saved in order to update the
attendance information.
Click OK.

The Roll Call screen now displays your choice(s).
In the example below both Attendees are shown as phoned.

[ Roll Call - Josh Flighty PT - ] X

Last Name First Name 8 overpue Select All
$ |Fiighty Josh | @ [0.00 Print
& smith Tammy & 0.0

Present
Absent
Cear
oK
Member: (|4 ] 4 10f 2 b b Cancel

Note: By default the visit created when the roll call is taken will apply the current time. An option has
been added to allow the visit to be recorded as at the time of the selected booking. You can enable
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this option via Administration | Branches | Select Current Branch | Settings | Entry | Always set
Visit Date to be the same as Booking or Session Date when doing Roll Call.

You have completed the steps required to take a roll call for a booking in Clubware.
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Taking the Roll for a Class from the Calendar
This tutorial describes the steps required to take the roll for a class.
Step 1. Select Calendar | Class Calendar on the navigation panel as shown below.

ﬁ Calendar
‘ Resources & Instructors
[ Bookings

@' Combined Calendar
&5 Staff Roster

Step 2. The Calendar will appear on the right in the main panel.
Click the date you require in the mini calendar on the top right of the main panel, as shown below.

MTWTFSS

2627282930 1 2
34567839
floj1112131415 16
171819202122 23
242526272829 30
311234556

Days that have classes can be identified by the bold numbers in the calendar. When you click a day
in the mini-calendar, the schedule for that day appears in the Calendar.

Step 3. Find the class you want to take the roll for, as shown below.

Monday, 10 December 2018

o
E

O
8

e
o
|8

172 e Calendar Clubware Manual



Step 4. Double click the selected class.
The Session screen will appear, as shown below.

# [Club Demo HO] Session: Learn to Swim, 10/12/2018 - O X

Session Date : 10/12/2018, 12:00 PM ¥ Duration: 30  (Minutes)
Session Fee: $0.00
~Program & Class Detail
[Prog'am Name... I [Leam to Swim ]
[Class Name... I [Learn to Swim ]
Class Sequence : h‘
Class Location... | Small Pool Q $0.00

Members & Attendance Resources Instructors

ey e pode
Member: [[4] 41 |of & [ BT < S RS

Step 5. Click Take Roll from the toolbar.
The screen below displays,

) Roll Call - Learn to Swim = m] X

o
Member: [I4|/40  10f 4 [b]Wi] Cancel

Roll Call - Learn to Swim
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Or, select Print Roll.
Then a staff member working away from the computer can take the roll manually and update
Clubware at a later time.

Step 6. Select each required member, and then click one of the options below:

Present: The member has attended the class.

Absent: The member is absent from the class.

Phoned: The member phoned in advance to notify of class absence.
Clear: Reset to no status.

Note: If a member has an entry card for a swim class and they swipe the card at the front
desk, the member will display as Present automatically if the option set out below is enabled.

Select Administration | Branches | Select Current Branch | Settings | Entry to enable this
feature.

Check the Automatically mark class members as attended within: box and select the
required number of hours.

Click OK.

Step 7. When the roll is taken, click OK on the Roll Call screen. The Session screen will display, as
shown below. The Attendee Status column will update.

o Sessior

=

| =i Exit | b Save | ) | @ [0 TakeRol %;Printp.ogl!
— ~ \

Session Date : 10/12/2018, 12:00 PM v Duration: 30  (Minutes) ‘
| Session Fee: $0.00 ‘
~—Program & Class Detail ‘
Program Name... Learn to Swim
Class Name... Learn to Swim
Class Sequence : 1
Class Location... Small Pool ¢ £0.00 ‘

Members & Attendance Resources Instructors

|4 Add |1 Edit 4’| Delete | Indude a Member

Last Name First Name E] Status Pay Status A
Alba Jessica & Up to date
Brown Martha @ Up to date
Flighty Up to date

e — —

Member: | |4 | 4 40f 4 B bl <«

B 66

Step 8. Save and Exit the Session screen.

Note: By default the visit created when the roll call is taken will apply the current time. An option has
been added to allow the visit to be recorded as at the time of the selected booking. You can enable
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this option via Administration | Branches | Select Current Branch | Settings | Entry | Always set
Visit Date to be the same as Booking or Session Date when doing Roll Call.

You have completed the steps required to take the roll for a class in Clubware.
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Adding an exceptional attendance to a term class

The will be an occasion where a member enrolled in a term class is unable to attend a regular
session.

This tutorial describes the steps required to add an exceptional attendance to a term class.

Step 1. Click the “Record exceptional absences when recording makeups” box on the
Administration | Branches | Select Current Branch | Settings | Entry screen.

3¢ Branch Settings: Club Demo HO X
9
General
Advanced Stop if due to expire in less than: 10 Days
System Stop if overdue by more than $0.00 and 0 2 Days
Entry Sounds Show reminder for activities and bookings due in: 17 Daysorless
Classes
Point of Sale Stop if account has a billing provider stop note
i:wards Automatically mark class members as attended if within: 60 T Minutes
... Adyen
User Defined Fields Automatically mark booking members as attended if within: 60 7 Minutes
User Defined Buttons
Billng Providers [] Record exceptional absences when recording makeups
-~ Debitsuccess [ pelay re-entry of memberships by: 13 Minutes
- PaySmart
Calendar [ pelay re-entry of Concession Card by: 17 Seconds
Account =3 i
Email O Display warning every: 0L Visits
SMS [ Limit arrivals to show last: 10 7 Arrivals
Access Control
InTouch Arrival popup delay: 03 Secs
Mywelliness
Clubware Services Show member's picture on arrival pop-up [[J Do not fade arrival messages
Salesforce Show member's picture on arrival screen [ auto-save manual arrivals with current account
Always set Visit Date to be the same as Booking or Session Date when doing Roll Call
Re-entry
[ Mark visit as re-entry if within: 45 7 Minutes
[ 1nclude Concession Cards in re-entries

Cancel

o 1]

Click OK. Restart Clubware.

Step 2. Select Calendar | Class Calendar in the navigation panel, as shown below.

i calendar
t Resources & Instructors

[T Bockings

£ Class Calendar

(&% Combined Calendar
a5 Staff Roster

Step 3. Double click on the exceptional class to open it. The booking will open.
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Then select Include a Member as shown below. This will open the Exceptional Attendance

Wizard.

oo i ~
8— 9 [Metro Fitness HO] Session: Adults - 2, 11/02/2016 =] =2 = |
gﬂ Ext | I save - Take Roll Print Roll

10 o0 Session Date : 11/02/2016, 12:00 PM ¥ Duration: &0  (Minutes) i
Session Fee: £0.00
11 o ~Program & Class Detail
12 B [rr] Adults - 2 (40)(3e) [Program Name.... | |adults ]
> [ClassName... | [adulis -2 ]
= S—
2 a0 Class Location... Main Pool Q, £0.00

o Members & Attendance |stourcas Ilnsh'udxxs
3 —

4 oo First Mame Pay Status -

oo =
S—| I s Chevy Up to date =

o [P raerameas |l = Simon Paul Up to date |
6 I P —— smith susan Up to date i
700 err‘:"E] of 4[E<I I — 3

Last modified by Administrator on 9/02/2016 8:41:53 AM

a0

8 —

Step 4. Select Next to enter the Exceptional Attendance Wizard.

=
& Exceptional Attendance Wizard

=) [=la] = J)

Wizard

session

Welcome to the Member Selection

This wizard will allow you to select a member to add to the

To continue, dick Next.

< Back ” Mext = ][ Cancel ][ Help ]
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Step 5. Search for the member by either scrolling the list or typing in the search box. Select the
member and click Next.

| Learn to Swim

a Exceptional Attendance Wizard - a X
Select member?
Select member
| LastName | First Name | ClassName | Account Description | Account Type A

__|& olie Angelina BJJ Afternoon 12 Month Direct Debit  Membership

__ & Pirlo John BJJ Afternoon 12 Month PIF Membership

‘& Simpson Andrew BJ] Afternoon 12 Month PIF Membership

& Marley Bob B1] Afternoon 12 Month PIF Membership

& Jolie Angelina Huge Fish -Mon... 12 Month Direct Debit  Membership

& ABELA Steven Huge Fish -Mon... 12 Month Direct Debit  Membership

‘& Depp Johnny Jimmi Splashers 6 Month Direct Debit  Membership

Class

& John Level 1

3 Neill Lucas Olly Octopus Learn to Swim - Sta.., Class
& Simpson Andrew Olly Octopus 12 Month PIF Membership

3 Fox Megan Olly Octopus Learn to Swim - Sta... Class

‘& England Vincent Olly Octopus Learn to Swim - Sta...  Class
_ | & East Mr Studio Cydle 2 Mnth Christmas Sp... Membership
& Simpson Andrew test 12 Month PIF Membership

& Marley Bob Todd Aquad Mo... 12 Month PIF Membership
& Simpson Andrew Todd Aquad Mo... 12 Month PIF Membership
Record: [ 4] 220f 34 [B ] < ' - >

| <Bak | Next> || Caed || Hep

Step 6. Select the session the member will not be attending. Click Next.

5 Exceptional Attendance Wizard - a X
Absence
Select the session which the member will not be attending
| Classhame | Date | Duration A
09 Leam toSwim 4/02/2018 30
19 Learn to Swim 11/02/2015  4:00 PM 30
2 Learn to Swim 18/02/2015 4:00 PM 30
|12 Leam to Swim 25/02/2018 400PM 30
%2 Learn to Swim 4/03/2015  4:00 PM 30
#2 Learn to Swim 11/03/2018  4:00 PM 30
o Learn to Swim 18/03/2018 4:00 PM 30
2 Leam to Swim 25/03/2015  4:00 PM 30 %
Session: [[{1 4 ]| 234 0f 244 [p [P}
| <Bak | mNext> || Cancel || hep

Step 7. Select Finish to close the wizard.
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& Exceptional Attendance Wizard

Congratulations!
You have completed the Exceptional Attendance Wizard!

< Back

The member will now be included in the class as an Exceptional member. In the original class the

member will be marked as an exceptional Absence.

# [Club Demo HO] Session: Learn to Swim, 10/12/2018 = O
Session Date : 10/12/2018, 12:00 PM  ~ Duration: 60  (Minutes)
Session Fee: $0.00
~—Program & Class Detail
‘Program Name... | i'Learn To Swim
Class Name... | |Learn to Swim |
Class Sequence : 0
Class Location... | Main Pool X/ $0.00
Members & Attendance Resources Instructors
! : Last Name v ] First Name Ii Status ' Pay Status A
o BB S s N T
__I &  Neil Lucas : - Overdue by $45..
= Status: Normal . -
& lucs Andy Up to date <
Member: [T_ﬂ[I]I of 5 ME < .

You have now completed the steps required to record exceptional attendances in Clubware.
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Adding a Staff Roster

This tutorial describes the steps required to enable staff rostering and add staff rosters.

Step 1. Click the “Enable the Staff Roster” box on the Administration | Branches | Select Current
Branch | Settings | Calendar screen.

2% Branch Settings: Club Demo HO

General Y =

Advanced Centre open time: 5:00 MM Centre close time: 12:00PM

System = &

Entry Calendar units: 2 v

Entry Sounds Printing: Print all views on one page v

Classes

Point of Sale Calendar Default Date

Rewards O Last Viewed Date (@ Current Date

User Defined Fields Booking Default Accounts

User Defined Buttons (® Charge Account O specify Account

Biling Providers

-~ Debitsuccess Default booking start time: ~ 12:00 PM o
PaySmart
Default booking duration: 60 o
| Account

Staff Roster

Email

SMS Enable Staff Roster

Access Cantrol @ wan O Disallow if staff member is unavailable

InTouch

Clubware Services ‘& Staff Roster Palette

Salesforce g

oy Background  Border Text Bold Italic

Available . HN. BE. [ (]
Unavailable .. HN... BR.. [ M

Select your choice Warn or Disallow if the staff member is unavailable.

Select your Staff Roster Palette options from the drop down menus.

Click OK

Step 2. Select Calendar | Staff Roster in the navigation panel, as shown below.

15 calendar

E Resources & Instructors
[*% Bookings

£ Class Calendar

Ia Combined Calendar

% Staff Roster

Step 3. Open the staff roster for an instructor by double clicking anywhere inside the calendar under

the staff members name.
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Step 4. Choose a standard or variation roster. A standard roster means that the instructor has the
same hours each week. A variation roster is required if there is a change to the instructors’ standard
hours or if the instructors’ hours vary week to week.

Statf Roster for Derek Taylar [New)

 Is tandard 7  Dete Rance —
@Standad (O Variation Stat: 10/12/2018 ~

st Type -
O Day (® Weekly ) Morthly
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Step 5. Extend available/unavailable hours by dragging the segment up or down; or adjusting the

borders.

Monday Tuesday
am | Available Available
10 [Derek Taylor] [Derek Tayior]
= :
-
pm § Uhavaiabie Uﬁvaiazbb
12 [Derek Taylor] [Derek Taylor]
00 | Available
1 | Derek Tayior]
i} 7 1 Avai|ab|:
[Derek Taylor]

Step 6. Delete available/unavailable segments by right clicking on the selected segment and clicking

Delete.

Step 7. Add additional available/unavailable segments by right clicking in an empty space and

clicking Add and selecting Available or Unavailable.

Staff Roster Time Slot

Create Time Slot as :

(®) Available
O Unavailable

Cancel

Step 8. Save and Exit. Navigate to Calendar | Resources & Instructors and ensure the instructor

is ticked
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Resources Instructors

[] [AHO] Clubware Support A
[[] [AHO] Denise Stokes
[AHQ] Derek Taylor
[] [AHO] Honey Smith
[] [aHO] Jo User
[] [AHO] Mary Froggly

[] [AHO] Mick Malthouse

[] [AHO] Mrs PT

[] [AHO] Paul Faint v

The background of the calendar will be highlighted the respective colours of the staff roster
available/unavailable times.

Resources & Instructors

Tuesday, 11 December 2018
Derek Taylor

|4 December2018 ¥
MTWTFSS
2627282930 1 2
345[67859
101112131415 16
171819202122 23
242526272829 30
31 1 2345 6

Resources Instructors

| |[] [AHO] Clubware Support A
[[] [aHO] Denise Stokes

(] [AHO] Derek Taylor

[] [AHO] Honey Smith
(M| [AHO] Jo User

[] [AHO] Mary Froggly
[] [aHO] Mick Malthouse
[] [aHO] Mrs PT
[ [AHO] Paul Faint

Note: If staff rosters are enabled the time will be assumed unavailable if the instructor does not have
an available time slot configured.

You have completed the steps required to add staff rosters in Clubware.
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Retall Management

Overview

Retail Management is a comprehensive suite which includes:
e atouch screen-compatible POS screen
e Stock control and order systems
e Support for thousands of products.

This tool makes it easy to manage your stock levels, making retail a more profitable part of your
business.

The Retail Management section allows users to manage point of sale (POS) and inventory at your
facility.

Clubware handles full stock control, including suppliers, products, stocktakes and product re-ordering.

Retail Management

suopters L e R - .
& New Suppliers [Bg Mew Products [G} Stocktake
«# Suppliers [E! Products
order O remctes
‘@ MNew Crders % Mew Product Groups
‘ﬁ Orders ﬂ' Product Groups
Suppliers

In this section, you can store relevant information regarding suppliers who provide products to your
site, and maintain records of the products they sell and any orders you have placed with them.

You can email suppliers or visit their websites from the Suppliers screen, as well as adding and
editing products and orders.

Products

Products are items and services you sell at your centre through the POS.

Clubware enables you to store product information including cost price, sell price, margin, barcode,
reorder information and branches in which the product is sold, as well as historical sales information.

Clubware also handles products that you may sell but don’t want to stocktake. (Towel hire for
example). Barcodes can be assigned to stock items to allow them to be scanned at the Point of Sale.

A zero quantity alert can also be set to warn users when stock item quantities have reached zero.
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Products can now be set as Head Office items and permissions updated to allow the

When suppliers and products are set up within Clubware, users have the ability to count stock
(stocktake). When a stocktake is performed actual stock information is recorded as at the time of the
stocktake.

This allows users to identify shrinkage and wastage, as well as providing historical information and
trends for reporting purposes.

When suppliers and products are configured, the correct method for entering stock into Clubware is
through the order process. Orders allow sites to re-order products based on previous sales history
and minimum re-order quantities.

When products are ordered, they are received into the system when the order is filled.

You can manually create an order or allow the system to calculate what is required via the Generate
Order button from the toolbar of the New Order screen.

You can also view what orders have been completed and orders due to arrive by a selected date.

Product groups allow you to group products together. This feature allows you to report on a specific
group of products within the reporting feature of Clubware. For more information on Reports, please
see the reports section of the manual.
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How To

Suppliers

The following tutorials describe the most common actions associated with Suppliers.

Adding a Supplier
This tutorial describes the steps required to add a supplier within Clubware.

Step 1. Select Retail Management | Suppliers from the section of the navigation panel. The
suppliers and details display on the right of the navigation panel.

[&] Products

[ Stocktake

3 Orders

®% Product Groups

Step 2. Select Add from the toolbar on the Suppliers screen.
A New Supplier screen displays.
Enter information as shown below.

«# [Club Demo HO]J New Supplier = O X

Details Products Orders

Name: Supplier A Account No: 555-4202
Current: ™
—Addresses Phone Numbers
\Postal | ~| [ Send all mail to this address [Main ®| 04 1234567
Street: 25 Grieves Street A {Dlrect ]
Mobile | 0404404404
lFax ]
Suburb: Melbourne
= — Email: suppliera@noemail.com.au 1
State: vic || Postcode: 3001
Website: @
Notes:
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Main Points:
Name: This is the trading name for the supplier.

Account No: This is your account number with the supplier.
Enter the account number for it to appear on product orders.

Current: Indicates supplier status.

Addresses: Clubware can store several addresses for each supplier.
Select either Physical or Postal from the Postal drop down menu as shown below.

Physical

Phone Numbers: Clubware can store several phone numbers for each supplier.
Click the button to the left of each phone number to display detailed information about that
number, as shown below.

@ Main Number X
Name: Steve Smith
Number: 04 1234567
Extension: 211
Cancel

Click the Preferred checkbox to select the main phone number, as shown above.

Note: You can choose any of the numbers to be your preferred number by checking the
Preferred box on the screen your choice.

Products: This lists all products linked to this supplier.
A supplier can have unlimited products.
See the next tutorial, Adding a Product for more information.

Orders: This lists all the orders this supplier has.
A supplier can have unlimited orders.
See the tutorial, Ordering Stock for more information.

Step 3. Save and Exit the form when entries are complete.

You have completed the steps required to add a supplier in Clubware.
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Products

The following tutorials describe the most common actions associated with Products.

Adding a Product

This tutorial describes the steps required to add a Product within Clubware.

Step 1. Select Retail Management | Products from the navigation panel, as shown below.

i* Retail Management
¥ Suppliers

[0 stocktake

{3 orders

ﬂ Product Groups

The Products screen will display to the right of the Navigation panel.
Step 2. Select Add from the toolbar on the Products screen.

A New Product screen will display.
Enter information as shown in the example below.

(¥ Product: Water 1L - X
Gt |3 b sve 0] 9 O shefisbel > scanparcoce
General Branch
Description: Water 1L
Barcode: 00022251521456 Ledger Code: 00212
| Supplier... Supplier A A
|Product Group... | Drinks
—Details
[ price set by Head Office
Retail Price: $3.80 Re-order level: 11 -
Cost: $2.2000 Units per Outer: 12 2
Margin: |36.32% Points: 0 =
GST: 0.00 % Discontinued O
Decrement Exclude from stocktake O
O Ordered at Head Office  []
POS
Allow Price Adjustment Allow Discount ]

( Show on POS Hot keys

Menu: Drinks ¥ | Hotkeyname: Water
History
( In Stock: 17 3 Last Sold: 3/12/2018
Notes:
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Main Points:
Description: This is the name of the product.

Barcode: This is the barcode on the product.
See the next tutorial Assigning a barcode to a product, for further information.

Ledger Code: Use this if you are exporting this information to an accounting system.

Supplier: You can assign a supplier to a product.
See the previous tutorial, Adding a Supplier for more information.

Product Group: This field allows you to group products for your convenience. You can add
new groups by typing a new value in this field.

Price Set by Head Office: When this box is checked, all pricing is set to be updated at Head
Office level.

Retail Price: This is the price you sell the product for inclusive of GST.
Cost: This is the price you pay for the product inclusive of GST.
GST: This is the tax rate you charge when selling the product.

Points: If you want to use the loyalty system and assign loyalty points to members who
purchase products, enter the number of points to award here.
These will be awarded when a member makes a purchase of this product at the POS.

Re-Order level: When stock reaches this number or fewer, the system will allow a re-order of
the product.

Units per Outer: This is the number of products that are packaged or shipped together in
one physical unit, i.e. 12 cans of Coke in a tray.

Decrement: If you want the system to reduce the amount of stock each time the product is
sold, check this box. The default setting is checked.

Warn at POS if zero stock: Check this box if you want Clubware to display a warning when
stock levels for this product are zero.
The warning will be displayed when selling through the POS.

Discontinued: This box can be checked when marking an item as discontinued from the
supplier. Orders can still be processed against items with this checked.

Exclude from Stocktake: Check this box if you are dealing with a service or any item NOT
to be included in your stocktake.

Ordered at Head Office: Check this box if the item was ordered through Head Office and is
not to appear as part of your stock.

Allow Price adjustment at POS: Ticking this box allows you to adjust the price at POS.
The ‘Apply Discount’ button becomes invalid and the ‘Edit Price’ button becomes available.

Allow Discount: Ticking this box allows this product to be discounted at POS assuming the
logged in user has access to give discounts.

Show on POS Hot Keys: These are buttons on the POS screen which can be setup as hot
keys for your products and services.

(See the tutorial Configuring Hot Keys in the Front Desk — How To section).

Menu: This displays the name of the product’s hot key Menu number and product name.
History: This shows amount in stock, last sold, and quantity sold.

Notes: Additional information regarding the product.
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Step 3. Save and exit the New Product screen when entries are complete.

You have completed the steps required to add a product in Clubware.
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Assigning a barcode to a product
This tutorial describes the steps required to assign a barcode to a product.
Note: you must have a barcode scanner set up on your PC to complete this tutorial.

Step 1. Open the product you want to assign a barcode to.
Select Retail Management | Products from the navigation panel.

Step 2. The Products screen will display.
Select a product from the screen and click Edit as shown below.

[aAdd [ Edit ;jDeleheIBDuphcatnl

‘ | Product « | Group | Branch
i=E Health Bar 200gms Supplements Club De

B Kdstart  KICKSTART
) MarsBar

Club De
: Club De
Club De

:Chocolat]es _

The Product screen displays.
Step 3. Click in the ‘Barcode’ field.

B ot | [3 bl sve 0] @ O shelfishel » scnBarcode

General Branch

Description: ;'lusf Wéter zodﬁs

Barcode: | Ledger Code:

Step 4. Select Scan Barcode from the toolbar, as shown below.

g Exit | ki save |tﬁ|@ J) shelf Label | ™ Scan Barcode !

Scan the barcode on the product with the barcode scanner.
The barcode field will be updated with the value scanned, as shown below.

Barcode: 1231231231585

Step 5. Save and Exit the Product screen.

You have completed the steps required to assign a barcode to a product in Clubware.
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Duplicate Products on a branch
The following tutorial outlines the steps required to duplicate products in a single branch. This function can be
used to create different varieties of the same product line.

Step 1. Select Retail Management | Products from the navigation panel, as shown below.

Step 3. The product will display. Select the &button from the toolbar or use the shortcut Alt + N.

This will create an exact duplicate for editing as shown below.

[¥ [Club Demo HO]J New Product = m] X
Description:
Barcode: 00022251521456 Ledger Code: 00212
S| savkrs
Product Grxp.. | Orks
~Details
Price set by Head Office
Retail Price: $3.80 Re-order level: i 2
Cost: $2.2000 Unitsper Outer: 12 3
Margin: 36.32% | Points: o %
GST: T 0.00 % Discontinued O
[ Decrement Exclude from stocktake [
[[J warn at POS if zero stock Ordered atHead Office  []
[ [ Allow Price Adjustment Allow Discount W
[4 show on POS Hot kzys : =
( Menu: ¥  Hotkeyname: Water ]
History
[ In Stock: 0 : tastsold: | / / ]

[Club Demo HO] New Product
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Step 4. Update the new product and select save and exit from the tool bar.

You have completed the steps required to steps required to duplicate products in Clubware.
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Duplicate Head Office Products to Branches

The following tutorial outlines the steps required to duplicate Head Office products to branches. This
function can be used to create the same item in multiple branches.

Step 1. Select Retail Management | Products from the navigation panel, as shown below.

Step 2. Highlight Product and click Duplicate from the Product toolbar

(3 ad [ it i) pelete |[[3 ouplcate [

| Product = | Group Branch |Barcode  |Retal A~
[E] RFID 247 Token i Merchandise Club Demo Branch B
¥l test Club Demo Branch A : 3werwerwer
(¥ Towel Hire Internal Club Demo HO 48768838...
- [El Trumpet Ice Cream Ice Cream Club Demo HO 51414151...
[E]: T-Shirt Club Demo HO

2
Product: [4 4 [ 20/0f 20 b Bl < >

Step 3. Click Duplicate.

The choose branch box will appear. This box will display branches to add that product into. Multiple
branches can be selected by holding Ctrl and clicking on the branches.

A, Choose branches for new products to be duplicated - [m] X
A Branch Name & [| lg_!
Branch Name Status Group
= Group: (none)
% Club Damo Branch A Open
“% Club Demo Branch B Open
Branch: |4 | 4| dof 2[p M

OK Cancel

Step 4. A service job starts to create these products on the chosen branches.

<
Duplicate Products
Status: New

You have completed the steps required to duplicate Head Office products to branches in
Clubware.
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Link Branch Products to Head Office Products

This tutorial outlines the steps required to associate branch products to a single head office product.
This function matches based on product description and barcode.

Step 1. Select Retail Management | Products from the navigation panel, as shown below.

[ Stocktake
@ Orders
® Product Groups

Step 2. Highlight Product and click Edit from the Product toolbar

[B add [[7 Edit |j) Delete | [3 Dupicate §

Step 3. The product will display. Select the Branch tab. Click Link.as in the example below.

[¥l [Club Demo HO] Product: Water 1L - O %

Gt |34 sove [ 0] 9 O shelfiabel > scangarcose i

General B
|8 Duplicate | Sy Link S Unlink 7] Delete
Branch Liak to s produ In Stock Last Sold

Membership: |41 4 ojof o IFNIFI

Step 4. The choose branch products box will appear. Type in the search field to locate the required
products from branches if they do not populate in the grid.
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%, Choose branch products

. Desaipton == | I !
Product Group Branch Barcode Retal 1
£ | Water 1L ks { Club Demo Branch B | 00022251..
%) Water 1L Drrks ClubDemo Branch A 00022251... $3.80
Product: |44 1of 2| p |[bl]l< >
OK Cancel

Multiple products can be linked at the same time by hodling the CTRL key while clicking on the items.

NOTE: If the barcode on a Head Office product is different to the branch product then the head
office barcode will transfer down to the branch. E.g. If the barcode on Head Office is blank,
then the barcode on the branch product will also become blank.

[ [Club Demo HO] Product: Water 1L - m] X
B et | [3 b sove | 9] 9 O shefisbel > scnparcoce i

General

L3 Duplicate ) Link 3 Unlink ] Delete
Branch Retail In Stock Last Sold
[¥! Club Demo Branch A $3.80 0

Membership: | |4 | 4 20f 2 [ Ilbl

You have completed the steps required to link Branch and Head Office products in Clubware.
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Unlink Branch Products from Head Office Products

The following tutorial outlines the steps required to unlink branch products from a single head office
product.

Step 1. Select Retail Management | Products from the navigation panel, as shown below.

Step 2. Highlight Product and click Edit from the Product toolbar

(G [0 e |10 pee | 3 e ]

Step 3. The product will display. Select the Branch tab and then select the branch as in the
example below.

[E [Club Demo HOJ Product: Water 1L - O X
3 Bxit | [2 b save | @) | @ D shelfLabel bScanga'oode!

General

[3 Dupicate % Lk i) Do
| | Branch ~ | Retail In Stock Last Sold
[¥! Club Demo Branch A $3.80 0

I =¥ | Club Demo Branch B | $380|0 |

| Membership: [[4 ][ 4] 2of 2 B

Step 4. Click Unlink to remove the branch from the list.

You have completed the steps required to unlink Branch and Head Office products in
Clubware.
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Stocktake

The following tutorials describe the most common actions associated with stocktakes.

Completing a Stocktake
This tutorial describes the steps required to complete a stocktake.

Step 1. Select Retail Management | Stocktake from the navigation panel, as shown below.

&# Retail Management
«o? Suppliers
[ Products

3 Orders
’ Product Groups

Step 2. The Stocktake screen will display only those items that have not been excluded from
Stocktake.

Note: You may need to click Refresh for the stock to display on the screen.

S prit | () Begnstocktake ) End stackiake | & Refresh i

ing Bag Det i

__[:IIE]  Coke Bottle _: Club Demo HO | o ) 234 17/02/2011 Clubware_Supp... :-45

| D [¥] ' Coke Can Point Club Demo HO 100 | 9/02/2015 : Clubware_Supp... : 26
[J# : Diet Bar 200gms Supplements Club Demo HO 345356543545 10 19/03/2015 : Clubware_Supp... : 8
[]i# Fanta 333ml Can Drinks Club Demo HO 6524215484489 38 17/02/2011 : Clubware_Supp... : 15
[J# ' Health Bar 200gms Supplements Club Demo HO 1231231231585 53 17/02/2011 : Clubware_Supp... | 50

- E] B | Just Water 200mls Drinks Club Demo HO 252 _16/01/2013 | Clubware_Supp... : 200
[J¥ Kckstart ~ KICKSTART Club Demo HO 23123123 30 9/02/2015  Clubware_Supp... | 32
¥  Protein Shake Drinks Club Demo HO 2710004776648 %

Step 3.

e To print the Stocktake Sheet, click the box below the ‘Print’ button. This will highlight all
products in the stocktake screen.

e Click Print to print sheet. The stocktake sheet will be printed.
e Physically count the stock and update the printed sheet.

e Return to the screen above and click Begin Stocktake.
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The columns Actual Stock and Waste will appear in the Stocktake screen, as shown below.

Stocktake

| Barcode

corded Stock | Actual Stock | Waste | Variance |

Coke Bottle Drinks
Coke Can Point Drinks
Diet Bar 200gms i Supplements
Fanta 333ml Can Drinks
Health Bar 200gms Supplements
Just Water 200mis Drinks
Kickstart KICKSTART
] Protein Shake Drinks
[C]# Trumpet Ice Cream Ice Cream
] - T-shirt
] water 1L Drinks
product: |4 4 [ _fof 3 b b <

345356543545
6524215434439
1231231231585

23123123
2710004776648
5141415158512

00022251521456

234

100

10
n.

53

252

S8 L8

Enter the Actual Stock values and any Waste into the appropriate columns.

Step 4. Click End Stocktake as shown below.

Click the ‘Refresh’ button, as shown above, to refresh the product totals, or

Click the green arrow in the toolbar, as shown below.

2 a

You have completed the steps required to complete a stocktake in Clubware.
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Orders

The following tutorials describe the most common actions associated with Orders.

Ordering Stock

This tutorial describes the steps required to order stock within Clubware.

Step 1. Select Retail Management | Orders from the navigation panel, as shown below.

£#* Retail Management
«® Suppliers
[E! Products
[E Stodktake

ﬂ Product Groups

The Orders screen will display in the main panel.

Step 2. Click Add from Orders toolbar.
A New Order screen will appear.

J sie Health Products { Club Demo HO i 12012 23/11/2007 23/11/2007
{3 Aussie Health Products Club Demo HO 1 17/01/2007

{3 Aussie Health Products Club Demo HO 2 2/01/2007 16/01/2007
@ Aussie Health Products Club Demo HO 3 17/01/2007
|8 Aussie Health Products Club Demo HO 4 17/01/2007

|8 Aussie Health Products Club Demo HO 7/02/2011 9/02/2011

{3 [Club Demo HO] New Order

Supplier: aQ OrderDate:  7/12/2018  ~ EO!' zz:‘:“ﬂm
Ordered by: @ Expected Date: /1l ¥ O] value @
Order No: Completed Date: [ / v Costind. GST [
—Orderltems

r Add

Disc. § | Extended

Order Item: [J417{7 ojof o FFIBT

$0.00

Total Extended Cost:

Notes:

[Club Demo HO] New Order
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Enter information as shown below.

{3 [Club Demo HO] New Order — X

2 5

% i [ o Order Discount
Supplier: Supplier A @ Order Date: 7/12/2018 ¥ 0 Pemmtm
Ordered by: Bill Smith @ Expected Date: Il ¥ O] value $0.0(;!
OrderNo: 45671 Completed Date: [/ b CostInd. GST [
~ | Ordered | Outers | Received | Cost  |Disc.% |  Disc.§ | Extended
0 0} $0.00 $0.00
Order Item: [JI40[ oof o (IR
Total Extended Cost: $0.00
Notes:
[Club Demo HO] New Order

Select a Supplier.
Select Ordered by: using the drop down menu.
Click Generate Orders from the toolbar.

The system will automatically load any products with an in-stock quantity lower than the re-order
level, as shown below.

(See the tutorial Adding a Product for more information about re-order levels).

@ [Club Demo HO] New Order - X

Supplier: | Suppler A A orderDate:  7/12/2018 v ng;m
Ordered by: Bill Smith Q, ExpectedDate: | /| v Dvake [—m(;

L ;
Order No: 4567 Completed Date:  / / S iy
—OrderItems

Order Item: [ 414 1of 1 [BIbi]

Total Extended Cost: $26.40

Notes:

[Club Demo HO] New Order
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Step 3. You can also add products to the Order Items list manually.
Click Add on the Order Items toolbar, as shown below.

OrderItems

The screen below displays.
Note: only the products associated with this supplier will appear.
Select the product to add to this order, and then click OK.

“4, Choose a Product = a X

[ Deseprn =] ‘W

| Product

Product: [[{ T4 10f 1 [Pl < >

The New Order Item screen will display, as shown below.

[E New Order ltem - X
Supplier: | Supplier A J
Product: ],
= Det—ails—“_ o Item Discount

Outers: 1 & H et $2.2000 [ percent| o.oo'%]

Ordered: 12 :_ Extended: T@] [ value @j

]
Net Extended Cost: | $0.0000|

~Receipt Details
Received: [ Total Received: 0 :

The system may round the value typed in to the "Ordered” field
to allow a logical number of "Outers™

[ ok || cancel |

New Order Ttem

Ensure the information is correct.
Click OK to save the new order item.
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It will be added to your order, as shown below.

{3 [Club Demo HO] New Order — X

'qt. ; L& WH o 29VE 2 E RS he o o T e .-

: M _ . o Order Discount
Supplier: [Supplier A a Order Date: 7/12/018 v et owow]
Ordered by: Bill Smith Q@ Expected Date: !l > Clvae C so'O(;'J!
OrderNo:  4567] Completed Date: /| bd Costind. GST [

éDisc.%

= 12 1 $0.00 $26.40

Order Item: [[4]747] 1of 1 [P

Total Extended Cost: $26.40

Notes:

[Club Demo HO] New Order

Step 4. Click Save, then Print Order to print the order.
Fax or forward the order to the selected supplier.

Step 5. Save and exit the Order screen.

You have completed the steps required to order stock in Clubware.
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Receiving an Order

This tutorial describes the steps required to receive an order within Clubware.

Step 1. Select Retail Management | Orders from the navigation panel, as shown below.

i* Retail Management
w¥ Suppliers
[E! Products
£ stocktake

ﬁ Product Groups

Step 2. The Orders screen displays in the main panel.
Select the order you want to receive.

Click Edit in the toolbar at the top of the Orders screen.
The Order screen displays, as shown below.

@ Order: Supplier A, 7/12/2018

= X
=3 Exit | [@ b save | 1A | @ ©¥ Generate Order (Sa Print Order !
; ~ X e o) Order Discount
Supplier: /Suppher A J Order Date: 7/12/2018 ¥ B ‘, 0.00%
Ordered by: |Bill Smith K Expected Date: /I b4 [ value S0.0Q
Order No: 4567 Completed Date: [ / v CostInd. GST
—Orderltems
| & Add |7 Edit ) Delete &2 QuickReceive
Product Ordered = Outers = Received Cost | Disc. % Disc. $ Extended
L = | Water 1L
12 1 $0.00 §26.40
Order Item: |4 7471] 1of 1 [P
Total Extended Cost: $26.40
Notes: F

There are two options available, Quick Receive and Individual Items.

Quick Receive. To restock all the items in your order in one operation, click the Quick Receive
button as shown below.

[ 4 Add [ Edit k7 Delete @gmdmeceiue!
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All items in your order will be restocked, as shown below. The ‘completed’ date for your order will be
updated with the current date.

-OrderItems

|4 Add [ Edit L Delete 2 QuickReceive

Product Ordered | Outers | Received Cost Disc. % Disc. § Extended
5 Vater S | T
12 1 $0.00 $26.40

Individual Items. Select the item you want to receive stock for.
Click Edit on the Order Items toolbar.
The Order Item screen displays.

[E] Order Item: Water 1L = X

Supplier: | Supplier A
Product:  Water 1L

- ]
Oudex tictats Item Discount
Outers: 1 > Cost: $2.2000 []percent 0.00%
Ordered: 12 . Extended: $26.4000) [ value £0.00
Net Extended Cost: $0.0000
~Receipt Details
Received: Total Received: N

The system may round the value typed in to the "Ordered” field

to allow a logical number of "Outers™
Cancel

Step 3. Check the Received box, this will automatically set the Total Received to the full quantity, you
can do a partial receipt of goods if you have not received all of the ordered stock at once by adjusting
the quantity manually and reopen the order item screen again once the remaining goods have arrived
to receipt in the remainder.

-Receipt Details
( Received: Total Received: =

Click OK on the Order Item screen.

The screen will close, and the Received column on the Order Items list will be updated.
Continue down the list of products in order until completed.

Set the completed date once you have finished receipting in the order.

Note: When an item has been received and the order saved, that item can no longer be edited.
Step 4. Save and Exit the screen.

You have completed the steps required to receive an order in Clubware.
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Product Groups

Adding a Product Group

This tutorial describes the steps required to create a Product Group within Clubware.

Step 1. Select Retail Management | Product Groups from the navigation panel, as shown below.

£#* Retail Management
w4 Suppliers
[E Products
[0 Stocktake

@ Orders
I..T: Product Groups

Step 2. Select Add to create a new Product Group

||:.3, Add [} Edit L Delete !

Step 3. Type the new Product Group into the Description field. You can add a Parent Group from
the drop-down or create a new Parent Group by typing in the box. This will create a Parent Group
that will be available in the future. Parent Group is not compulsory and may not be always required.

’ [Club Demo HOJ Product Group: Water = X

laﬂE)_gt |H Save IQJ!

Description: Water

Parent Group: Prinks| v

Step 4. Click Save and Close.

You have completed the steps required to create a Product Group in Clubware.
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Classes

Overview

Classes allow for the creation of ad-hoc classes and sessions that can typically be booked from the
timetable in the front desk or through the arrivals area. Classes can be configured to allow members,
accounts, concessions account, casuals or anonymous attendees and a cost if required.

Classes can also be linked to resources, instructors and locations which will show in the relevant
calendar.

The POS screen can be used to make a payment for a session and the purchasing of concession
packs. A booking ticket can be printed for proof of booking when attending the session or to allow
entry.

Navigation Classes
= Classes ] sessions I

M Front Desk % New Class [ Sessions
g :::':::s 2 Classes
r
£F Retail Management
B Classes
P Sessions
L3 Term Classes

Classes

A Class can be created within this section. You can set which members are allowed to attend the
class by either Members (Only allow active memberships), Accounts (Set a certain account that a
member must have), Concessions (Same as accounts, although at a concession basis), Casuals
(Allows prospects or previous members to attend) and Allow Anonymous (Allows anonymous access
to attend the class).

Sessions

A session is an individual time slot for a class. These are generated/created once the class is
created.

Information about a class, such as member and attendance, location, resources and instructors, is
specified and stored at the Session level.

A session is typically viewed from the Timetable section. A user can look at a session and add notes
or add an attendee from the Timetable section.

Attendees can also be added to the session from the Arrivals screen. See tutorial Arriving a member
in a class.

Timetable

The Timetable area allows you to easily access and see past and upcoming classes. You can add
members to classes and write notes regarding the class. You can also easily create a Session
Attendance Report to take to the class to assist with attendance.
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The Online Bookings area allows Members to book Classes online through a desktop or
mobile device browser. The member must have the Enable Member Website checked (on the

Member Details Tab) and have a valid email address to be able to register and book online. See
tutorial Online Bookings
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How To

Classes

The following tutorials describe the most common actions associated with Classes.

Adding Classes

The following tutorial will show you how to create a class.

Step 1 Select Classes | Classes from the navigation panel, as shown below.

& Casses

_. Classes

7Y Sessions

Step 2. Select Add from the toolbar of the navigation panel

A new class will be shown.

® [Club Demo Branch A] New Class = ]

5 et [[B]H sove [ @

General

Class Group: ¥ Colour: . Gray-50%
Deduct Payment When: At Booking v
Print Booking Ticket: Never %

Class Description:

[ allow waitlist Waitlist Size: 0-

Who Can Attend Sessions Online Bookings

Members (1) Member Price: $0.00

[ Accounts Description Price Add
Remove

[ concessions | Description Add
Remove

Ocasuals W Casual Price: $0.00

Allow Anonymous

Class Name: | Timetable Preview: FULL B
Display Name: x |

v
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Main Points:
Class Name: A class name can be entered here.

Display Name: The display name that will be shown in the calendar is to be entered here.
This may be different that the class name.

Class Group: The class can be grouped to allow for easier reporting at a later date. (Each
facility can personalise Group names in this area).

Deduct Payment When: Choose when to take payment for the class. Either “At Arrival” or
“At Booking”.

Print booking Ticket: Choose if a booking ticket should be printed for the class.

Class Description: It is useful to add a class description so other staff members can easily
view information as to what the class involves.

Allow Waitlist: Allows members booking online to be added to a waitlist
Waitlist Size: Number of members allowed to be added to a waitlist.

Timetable Preview: This is a preview of the class as it will look in the Front Desk Timetable
and Online if enabled. This can be changed to display an image.

Colour: The background colour can be changed for each class for easy identification within
the Timetable.

Who can attend: Here you can advise who can attend the class by either membership status
or account specific. You can also choose if casual members/anonymous members are
permitted.

Sessions: The sessions for the class will be created here.

Online Bookings: The settings for online bookings are entered here.
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Step 3. Enter the class details.

® Class: Boxing = O X
S B |0lo B

General

Class Name: Boxing Timetable Preview: = FULL S

Display Name: Boxing P4

Class Group: Group Fitness ¥ Colour: . Red T

Deduct Payment When: At Arrival v

Print Booking Ticket: Never v

Class Description: Get fit fast with upper body combinations, cardio and strength bursts to create tone and

muscle definition using boxing equipment. Gloves required - No partner necessary!
Allow Waitlist Waitlist Size: 03

Who Can Attend Sessions Online Bookings

Members (1) Member Price: $0.00

O Description Price Add
Remove

D Concessions Description frid
Remove

Casuals (1) Casual Price: $25.00

[ allow Anonymous

Step 4. To create an individual session, go to the “Sessions” tab and select Add.

Note: if the “Add” button is not active. Make sure you save first to create the class.

Who Can Attend

v Add [ [T Edit 4] Delete - & Create Sessions... ¥ Indude PastSessions !

Day Date Time Duration | Instructors Location Resources

Enter the session date to start, duration of classes, location and maximum session size.
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¥ [Club Demo HO] New Session

— [m] X
.
[ S
Class Name: Boxing
Date: 19/12/2019, 12:00 PM ¥
Duration: 60 & minutes
Location: Q
Maximum Session Size: 0 51 Tacgetsessionsie: 0%
Attendees Waitlist (0/10) Resources Instructors Notes
& A . Y g ee as Attenaded Session Payment | €
|| FirstName | Last Name « | startDate | Booking Number | Booking Date | Payment Status | From Waitist

Member: (|4 4 oof o [RIIFN

[Club Demo HOJ New Session

You can also add attendees, resources and instructors to the class here.

Target Session Size can be used to track performance of a class.
Click Save and Exit.

To create multiple sessions, under the sessions tab. Select Create Sessions.

| Create Sessions... Indude Past Sessions

| | Day | Date - |'I'|me | Duration | Instructors | Loca
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Step 5. Using the Create Session Wizard, choose the time and dates or how many weeks for the

session.
& Create Session Wizard: Boxing S O X
Block Start Date: 7/12/2018 v
Block Finish Date: 28/02/2019  ~
Weeks: T2
Day: ] Monday
[ Tuesday
[] wednesday
il Thursday
M Friday
(] saturday
] Sunday
Time: 1:00 m s
< Back Next > Create Sessions

Step 6. Click Next, and then choose the Duration of the class, Maximum size, Location, instructors
and resources.
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& Create Session Wizard: Boxing - O X

Class Name: Boxing

Duration: 45 7 minutes

Maximum Size: 20 7 i)

Target Size: 53

Location: Group Training

Instructors: Primary Name Add
a Bill Smith Remove
< >

Resources: Description Add

Remove
< Back Create Sessions

Step 7. Click Next and any conflicts will be shown, click Next again to see the sessions about to be
created. Click Create Sessions to create the sessions shown.

Create sessions confirmation?

Are you sure you want to create the sessions with the
specified warnings?

Clicking Yes to the above will create the session. You will now see all the sessions have been
created.

If you wish to add more sessions at different times/locations/instructors/resources, select Create
More from the left hand side of the wizard and repeat the previous steps.
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& Create Session Wizard: Boxing = O X

{ Message
@ Session 14/12/2018 1:00:00 PM will be created
0 Session 21/12/2018 1:00:00 PM will be created
o Session 28/12/2018 1:00:00 PM will be created
i ] Session 4/01/2019 1:00:00 PM wil be created
@ Sesson 11/01/2019 1:00.00 PM willbe created
0 Session 18/01/2019 1:00:00 PM will be created
o Session 25/01/2019 1:00:00 PM will be created
@ Session 1/02/2019 10000 PMwil be created
0 g 00 R
0 Session 15/02/2019 1:00:00 PM will be created
o Session 22/02/2019 1 00 00 PM will be created
o Session 1/03/2019 1: 00 00 PM will be created
0 All good, you can create sessions now. o

<Back ||  MNeds Create Sessions

Click Close.

You have completed the steps required to create classes in Clubware.
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Editing a session

The following tutorial will show you how to edit a session.

You may need to edit an individual session if the instructor is unavailable for a class as an example.

Step 1 Select Classes | Sessions from the navigation panel, as shown below.

& Casses
® Classes

Step 2. Select the individual class that needs to be changed and select Edit.

5 Exit | b save |10 ] @ !

Class Name: Boxing

Date: 26/12/2013, 1:30 PM v

Duration: 45 5 minutes

Location: Group Training

Maximum Session Size: 20:; O Target Session Size: 103

Attendees \Waitlist (0/10) Resources Instructors Notes

[ .3 Add Attendee [ Add Anonymous | Open Attendee 2 Mark as Attended

J Session Payment

:| Remove

First Name Last Name Start Date Booking Number | Booking Date

Member: |4 |

ojof o[ |Ibl

Step 3. Make the changes as required.

Payment Status

From Waitlist

You have completed the steps required to edit a class session in Clubware.
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Adding a member to a session
The following tutorial will show you how add a member to a session.

Members can be added to sessions either within classes or from within the timetable. While

completing the options below, you will be also be given the option to add anonymous/casual
members if option has been setup during class setup.

Within Classes

Follow the instructions within Editing a session and select Add Attendees where you can search for
a member to add to the class.

4 [Club Deme HO] Session: Boxing, 23/02/2018
Pt |Hsoe 00 N

Class Name: Boxing

Date: 23/02/2013, 8:00 AM b

Duration: 60 5 minutes

Location: Group Training

Maximum Session Size: 205 @ Target Session Size: 5:%

Attendees Waitlist (0/10) Resources Instructors Notes

[:@ Add Attendee |[ g Add Anonymous |/ Open Attendee % Markas Attended ) Session Payment

k] Remove

Add Attendeg} Last Name Start Date Booking Number | Booking Date Payment Status | From Waitlist
Member: |4 ojof o [k Ik

From the Timetable

Step 1. Within timetable; find the class the member would like to attend.
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Step 2. Double click on the class and choose Add Attendee.

o Boxing — X
Add Altendee ¥ Add Anonymous  Add to WA .
Boxing
Duration: 45 minutes
Start: 19/12/2019 1:30 PM

Payment: At time of amival

Description:  Get fit fast with upper body combinations, cardio ... |
Staff Notes: E]
Instructors:  Bill Smith

Resources:

Location: Group Training

Prce
Casual $25.00

Attendees: 0/20

Waitlisted: 0/10

Last Refreshed: 7:59:55 PM

This will open a search where the member can then be selected once found.

5
@, Choose a Member

EU=EEY

Last Name «| First Name &
# Flightly

| 6 Month Direct Debit

Member: (I) 41 10of 1 [ ]Dd] «

[ ok

J [ Concel |
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Note: To add a prospect to a class, the class must have Casual ticked within the classes information
screen as shown below.

® Class: Boxing

General

Class Name:

Display Name:

Class Group:

Deduct Payment When:
Print Booking Ticket:

Class Description:

Allow Waitlist

M Members (D

[ concessions

M casuals @

= m} X

Timetable Preview: = FULL @‘
Boxin

5 Ji

Colour: | . Red - ]

Get fit fast with upper body combinations, cardio and strength bursts to create toneand
musdle definition using boxing equipment. Gloves required - No partner necessary!

-

Who Can Attend Sessions Online Bookings

Waitlist Size: 105
Member Price: $0.00
| Description ~ | price | add |
= =
Description | Ca]
Casual Price: $25.00
|ZAIIowAnonymous

From Arrival Screen

Step 1. Arrive the member either manually or when they swipe their access card.

Arrivals

Josh Male 12/01/1988
Flightly Metro Fitness HO Front Desk
6 Month Direct Debit 14/09/2017 2:52:26 PM

/' Entry Allowed 7% Booking

No Explrv Date
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Step 2. Select the member and then hover the mouse over the classes under the heading “Todays
Sessions” on the right of the screen and press the @ symbol.

& Newhmival | 3 OpenMember (3 OpenAccount 3# Sale :l ;2 Open Tmetable

Arival Information ~ | Session Bookings for Josh
|Frsthame |sex D.08. T i RQWNO s
Lastiame | Brench tame Entry Zone | Today's Sessons
Aot tastvse v lestasmessment | ehow © | Boxing

| \ | 3:00 PM

| | | =

'

6 Month DD

of Entry Allowed |

| No Expiry Date

The member has now been added to the session.

Note: “Todays Sessions” will show all remaining classes for the day, as well as classes that are
within 15 minutes of starting.

After the Class has finished
If the instructor would like to manually add the attendees to a class that has concluded.
Step 1. Within the Timetable. Find the session that you would like to add members to.

» 1:30 PM SOXINEG

3:00 PM
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Step 2. Double click on the class and select either Add Attendees or Add Anonymous

5! Boxing — X

Boxing
Duration: 45 minutes
Start: 19/12/2019 1:30 PM

Payment: At time of amival
Description:  Get fit fast with upper body combinations, cardio ...

Staff Notes:
Instructors:  Bill Smith
Resources:

Location: Group Training

Price: Member $0.00

Casual $25.00
Atendees: 0/20
Waitlisted: 0/10

Last Refreshed: 7:59:55 PM

Step 3. Search and select the member to be added to the class. If Add Anonymous is selected and
the time has passed you will see the following message.

Add booking to expired session

Q This session has already ended.

Would you like to add the booking anyway?

Click yes to add the Anonymous person.
Note: If there is a charge to be paid by the Anonymous person, the POS screen will ask for payment.

You have now completed the steps to add a member to a session.
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Marking as Attended

The following tutorial will show you how to mark a member as attended. There are multiple ways a
member can be marked as attended. See below.

Step 1. Clubware can be setup to mark a member as attended within a certain timeframe of their
arrival to the class. Go to Administration | Branches | Select Current Branch | Settings | Entry to
set up the time.

| ] Automatically mark dass members as attended if within: 60 . Minutes

You can manually mark the member as attended via:

Step 2. The Classes tab on the Member Record on the classes tab (Select the class and then Mark
as Attended)

|Genera| IDeE:iIs | Accounts I Fitness Profile IGroups ITen'n Classes| Classes |Bookings I Activities | Attachments | Pre Sales

% Mark as Attended | ) Session Pa t Remove Indude Past Sessions

Payment Status Booking Mumber | Date Booked
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Step 4. The Timetable screen (Within Timetable, right click on the member and select Mark as
Attended)

G0 minutes

29/05/2014 12:00 PM

A time of booking

Les Mills Pump Ozss, This class is best for scup.,

Bill Smith
Fitness Ropes
Studio 1

Member
Casual

[Makssattended |

Print Booking Ticket
Open Member

Remowve

Last Refreshed: 11:47:42 AM

Step 5. The Session Screen (Within Classes | Sessions, select the class and highlight the member.
Select Mark as Attended)

Class Name: Pump Class

Date: 29/05/2014 12:00PM

Duration: 60 minutes

Location: Studio 1

Maximum Session Size: 07 @ Target Session Size:

Attendees |Resources | Instructors | Notes |

Member: 4 dof 2 [ ]l]

Last modified by Bill Smith on 29/05/2014 11:25:05 AM

You have now completed the steps required to mark a member as attended to a class.
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Adding Bulk Attendees to a Class

The following tutorial will show you how to add members to a class in bulk.

Note: The Class must have already completed, and the members scanned in.

Through timetable

Step 1. Go to Front Desk | Timetable and locate the class.

Step 2. Use the drop-down arrow next to Add Attendee and select Add arrived attendees in bulk

Add Attendee ~

‘ Add arrived attendees in bulk I

Boxing

. &

£0 i

+.

Step 3. Choose all of the members who attended the class by holding the Ctrl key on the keyboard to
select multiple members. Then select OK.

t4, Choose a member who arrived within one hour of the start time

- O X

&, Ful Name |== || g !
Last Name First Name Arrival Date Account Branch
| Muhammed | 7/12/2018 1:21PM | 10 Month PIF | Club Demo HO
Alba Jessica 7/12/2018 1:21PM Club Demo HO
Allen Tom 7/12/2018 1:22PM 12 Month Direct Debit : Club Demo HO
Flighty Josh 7/12/2018 1:22PM 6 Month DD Club Demo HO
 Flighty Sarah 7/12/2018 1:22 PM 6 Month DD Club Demo HO
Jane Mary 7/12/2018 1:22 PM 12 Month Direct Debit : Club Demo HO
i Linton David 7/12/2018 1:22 PM 12 Month Direct Debit ' Club Demo HO
' ODea Dennis 7/12/2018 1:22 PM -6 Month DD Club Demo HO
Pop Lolly 7/12/2018 1:22PM 12 Month Direct Debit * Club Demo HO
Member: | |4 | 4 1of 9 [ [pl]
OK Cancel

You have now successfully added members into your class in bulk.
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Removing an attendee

The following tutorial will show you different ways on how to remove an attendee from a session and

give a refund if required.

Note: The following presumes that there was a charge for the class. If no charge is made, then the

choice to refund will not be given.

Through timetable

Step 1. Go to Front Desk | Timetable and find the class the client is enrolled in.

4 Front Desk
¥ Point of Sale
&7 Arrivals
&3 Activities

Step 2. Hover the mouse of the member and press the dropdown list as shown below.

a5 Boxing = X
Add Attendee - Add Anomymous | 4 | &' Refresh
Boxing
Duration: 60 minutes
Start: 7/12/2018 1:30 PM
Payment: At time of amival
Description:  Get fit fast with upper body combinations, cardio ...
Staff Notes:
Instructors:  Bill Smith
Resources:
Location: Group Training
Price: Member $0.00
Casual $25.00
Attendees: 4/20
Depnis O'Dea
Mark as attended Free
Print Booking Ticket Free
Open Member ogaid
T

Last Refreshed: 3:08:01PM

Clubware Manual

Classes e 225



Step 3. Confirm that the member will be removed.

Remove Attendee Confirmation

o Remove Dennis O'Dea from session Boxing 7/12/2018 1:30
PM?

Yes . No [

Step 4. Choose yes to refund the member if there was a payment taken previously.

Refund Booking Payment X

This session has been paid. Do you want to refund the
payment?

I Yes I | No ] i—Canceli‘

From Arrival

Step 1. From Front desk | Arrivals select the member and choose remove as shown below.

Arrival Information A Session Bookings for Josh
Flighty
First Name | sex |D.0.B. | Boxi
Last Name | Branch Name | Entry Zone | :::;:"g
b7
Account | Last visit ~ | Last Assessment | <« | copanng
| | | Clear attendance
' | | | Print Booking Ticket
Open Member

226 o Classes

Clubware Manual



Step 2. Confirm that the member will be removed.

Remove Attendee Confirmation

0 Remove Josh Flighty from session Boxing 7/12/2018 1:30 PM7?

Yes No

Step 3. Choose yes to refund the member.

Refund Booking Payment X

This session has been paid. Do you want to refund the
payment?

Yes No Cancel

From Member screen

Step 1. Find the member in Member | Members and double click or choose edit on the member.

Step 2. Click the Classes tab and remove the member from the class.

& [Club Demo HO] Member: Josh Flighty =

B 3 b s

2 @ P curentaccount | £ Card [ Correspondence | =, Payment Refund | &8 wiatch i

General Details Accounts Fitness Profle Groups Term Classes Classes Bookings Activiies Attachments Pre Sales

Clear Attendance 1 Session Payment i Remove ] Include Past Sessions

I Class Name Start Date “ | Location Payment Status Booking Number | Date Booked
|»3 |7/12/2018 1:30PM | Group Train... | Free 13 | 7/12/2018 3:25PM
B Boxing 7/12/2018 3:00 PM Free 1 7/12/2018 3:26 PM

O X

Club Demo |
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Step 3. Confirm that the member will be removed.

Remove Attendee Confirmation

0 Remove Josh Flighty from session Boxing 7/12/2018 1:30 PM?7

Step 4. Choose yes to refund the member.

Refund Booking Payment X

This session has been paid. Do you want to refund the
payment?

Yes No Cancel

You have now successfully completed the steps to remove an attendee from a class.
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Adding a member to a waitlist

The following tutorial will show you how to manually add members to a class waitlist

Note: The following presumes that waitlist has been allowed for the class.

Step 1. Go to Classes | Sessions and open the session the member would like to be waitlisted for.

& Classes
® Classes

Step 2. Select the Waitlist tab and select Add to search for the member.

#2 [Club Demo HO] Session: Boxing, 24/12/2019
Hest Hsse 00 N

Class Name: Boxing

Date: 24/12/2019, 1:30 PM >

Duration: 45 : minutes

Location: Group Training

Maximum Session Size: 5; @ Target Session Size: 25

Attendees

esources Instructors Notes

osition First Name Last Name Telephone
| | Van Hugen Band 10422444177
2 Greg O'Meara
Member: [[{] 4 10of 2 [p D]«

Step 3. Confirm the member to be added.

Waitlisted
| 20/12/2019 11:47 AM
20/12/2019 11:48 AM

@, Choose a Member - [m} X
4. Common =[ l]AddCasual » scanNow [3 Add Qﬁd‘t!
ot
Last Name First Name Membership Branch Joined Date
H ! Jane | Mary | 12 Month Direct Debit i Club Demo HO | 27/11/:
& Ames Rohan 12 Month Direct Debit Club Demo HO
& Allen Tom 12 Month Direct Debit Club Demo HO
.! Cox Bill 12 Month Direct Debit Club Demo HO 5/12f2
& Harris Tim 12 Month Direct Debit Club Demo Bran... 27/08/2
o Roberts Tina 6 Month DD Club Demo Bran... 27/08/2
J Smith James 12 Month Direct Debit Club Demo HO 15/09/2
J Wool Rachael 12 Month Direct Debit Club Demo HO
! VanHugenBand Brett 12 Month Direct Debit Club Demo HO 14/09/2
J Long Jo 12 Month PIF Club Demo Bran... 19/08/2
J OMeara Greg 12 Month Direct Debit Club Demo HO 27/11/2
Member: |[4] 4 1of 11 [pI[pI] < >
OK Cancel

Error Message

Clubware Manual

Classes e 229



Step 4. The member appears in the session and on the timetable with a position number. It will
always put the last person on in the last position. If a member cancels a booking, the person in
position 1 will be added as an attendee and notified via email of the booking change.

¥ [Club Demo HO] Session: Boxing, 24/12/2019 = [m] X
Hest s |00 i

Class Name: Boxing

Date: 24/12/2019, 1:30PM ¥

Duration: 45 5 minutes

Location: Group Training

Maximum Session Size: 5; @ Target Session Size: 2%

Attendees Waitlist (3/4) Resources Instructors Notes

|3 Add k') Remove |2 AddasAttendes [ OpenMember

Position First Name Last Name Telephone Waitlisted Error Message
1 Brett Van Hugen Band 0422444177 20/12/2019 11:47 AM ]

2 Greg O'Meara 20/12/2019 11:48 AM

3 | 20/12/2019 1:57 PM

Member: | [4 | 4 3of 3 [BIM] < >

Timetable

@ Refresh (@ [20/12/2019 v | @) Days: 7 - | FilterBy Add Attendee  Add Anonymous

Tuesday, 24 December 2019 | Wadnesday, 25 Dece
Boxing
5:00 AM Duration: 45 minutes
Start: 24/12/2019 1:30 PM
Payment: At time of arrival
6:00 AM Description: ~ Get fit fast with uppe...
— Staff Notes:
LesV e
7:00 AM BODYPUMP bnactos:: £ et
Resources:
10:30 AM Location: Group Training
__| Price: Member $0.00
120} Casual §25.00
12:00 PM ga
Attendees: 5/5
James Smith Free
> 1:30 PM BOXI ng Tina Roberts Free
—————— —— Tim Harris Free
4:30 PM ‘ Bill Cox Free
| Tom Allen Free
24] Waitlisted: 3/4
2 < ¥ .
5:30 PM 7 ZUMBA BrettVan... 0422444177
Greg O'Me...
6:00 PM Mary Jane

You are unable to add a member to a session from the timetable.

If you have online bookings/mobile app enabled, the member can also add themselves to the waitlist
when booking.

You have now successfully completed the steps to remove an attendee from a class.
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Taking Payment

The following tutorial will show you different ways to take payment for a session from within
Clubware.

The amount to be charged to members or casuals must first be entered into the Class. Complete this
by, going to Classes | Classes. Select the class you would like to change and enter the prices as

below.

¥ [Club Demo HO] Class: Boxing - o X
Exit save | D)

General
Class Name: Boxing Timetable Preview: = {FULL B
S .
Class Group: Group Fitness v Colour: H res v
Deduct Payment When: ; At Arrival v
Print Booking Ticket: Never ¥
(Class Description: Get fit fast with upper body combinations, cardio and strength bursts to oeate tone and

musde definition using boxing equipment. Gloves required - No partner necessary!

Who Can Attend Sessions  Online Bookings

A Members (D) Member Price: $10.00
Oiaccounts! Description ~ | Price | Add
Remove
[ concessions Description Add
Remove
Mcasuals (D Casual Price: SZS(!J
4 alow Anonymous

Last modified by Clubware Support on 7/12/2018 3:05: 14PM

On Arrival

When the member enters the club, the payment can be taken for the class. Select Front Desk |

Arrivals. Select the member and press the arrow under the e icon. Choose Pay and the POS
screen will open for payment.

Arrivals
o, & g P puic b it B oo
Arival Information A Session Bookings for Josh
T — = D.08. o ?
o Lomite  ewyze @ | Boxing
Account Last Visit ~  Last Assessment Photo v | GroupTrainng
| | Mark as sttended

o Entry Allowed
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Payment for members

When adding the member to the class the POS screen will prompt for payment as above.

& Point of Sale

7/12/2018 3:00 PM

New Sale

Discount
Sub-Total

For anonymous clients

~
© o N g

|
$5 | $10
i |
s |

Balance to pay: $10.00

Select the class you would like to add the member to and select Add Anonymous. This will evoke
the POS screen where you can take payment for the member.

See Adding a member to a session for information on how to add members to sessions.

Payment later

When a member booked into a class, they may not be able to pay at the time. When the POS screen
comes up as above, the sale can be discarded by closing the POS screen and choosing discard. The
member will have a payment status of “Unpaid”.
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2 [Club Demo HO] Session: Boxing, 7/12/2018 - O X

Class Name: Boxing

Date: 7/12/2018, 3:00PM ¥

Duration: 60 - minutes

Location: {,
Maximum Session Size: 03 @ Targetsession Size: 0.%]

Attendees Resources Instructors Notes

On arrival to the club, the member will be shown as “Unpaid” for the class. Payment can be made on
the arrival screen. See On Arrival.

Session Bookings for Josh Flighty

° Boxing Ko

3:00 PM
v X

Today's Sessions
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The timetable can also advise the attendees that have not yet made payment.

a5 Boxing

Boxing

Duration:
Start:
Payment:
Description:
Staff Notes:
Instructors:
Resources:
Location:

Price:

Attendees:

60 minutes
7/12/2018 3:00 PM
At time of amival

Get fit fast with upper body combinations,

Casual

Josh Flighty

X

cardio ...

$25.00
1
Unpaid

You have now completed the steps to take a Class payment in Clubware.
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Timetable
The following tutorial will show you how to access and use the Timetable from within Clubware.

Select Front Desk | Timetable from the navigation panel, as shown below.

4 Front Desk
&¥ Point of Sale
£ Arrivals
&3 Activities

g Timetable

From the Timetable you can easily go between a set amount of days using the arrows that are either
side of the date and selecting the amount of days to filter the search by.

Timetable

i Refresh (@ 22/05/2014 v | (@) Days: 7 - | FiterBy | :!

The above example will go between 7 day durations on the timeline. If this is changed to 3 then you
will only see the 3 days, then you can use the arrows on each side of the date to move throughout the
days back or ahead.

On the left hand side panel, you can Add Attendees or Add Anonymous to classes making sure
that you have selected the exact class that you would like to add the client to.

! Boxing — X

Add ftendee Add Anonymous | s | &2 Refresh

Boxing
Duration: 60 minutes
Start: 7/12/2018 3:00 PM

Payment: At time of amival
Description:  Get fit fast with upper body combinations, cardio ...

Staff Notes:

Instructors:

Resources:

Location:

Prce:
Casual $25.00

Attendees: 1
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Using the

o

icon allows you to run a Session Attendance Report.

@4, Session Attendance Report

(e |5 8% X Q& 100% i R

11

Cl
D]

Club Demo Head Office

Session Attendance Report

Class: Boxing Time: 7/12/2018 3:00 PM

Booked: 1 Attended: 0

Attended Name
! | Josh Flighty

Payment Statu:

You

Unpaid

have now completed the steps to

access and use the class timetable in Clubware.
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Configure Online Bookings

The following tutorial will show you how to enable your facility to use Online Bookings.

Step 1. (You may need to work with Clubware Support to ensure your details are correct.)

Select Administration | Branches from the navigation panel. Double click on the applicable branch

Step 2. Select Settings from the top and the Options screen will appear. From here select Clubware

Services.

General
Advanced
System
Entry
Entry Sounds
Classes
Point of Sale

--Rewards
User Defined Fields
User Defined Buttons
Biling Providers

‘... Debitsuccess

- PaySmart
Calendar
Account
Email
SMS
Access Control
InTouch
Clubware Services
Salesforce

2 Branch Settings: Club Demo HO

User Name: Club Demo HO

Password:

Clubware Support Service

Support Service URL: https://supportservice.cdubware.co.nz/support.svc Test Connection
Send diagnostics to Clubware Support

Download Licenses

[[] Enable Member Website
Member Webservice
Allow Online Member Registration
Test Connection

https: //memberservice.dubware.co.nz/service.svc

28 -

Sync Initial Data

Cancel

Main Points:

Enable Member Website: This must be ticked to ensure member information is passed to

the website.

Allow Online Member Registration: This must be ticked to allow non-members to register
using the Online Bookings portal.

Web service URL: URL which talks to the member website. Will be pre-populated

Show session on timetable: Control how many days in advance should classes visible

Reply to email address: Will display on the website and when the member registers

Sync Initial Data: Sync member data to the website for the first time.
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Step 4. Apply and restart Clubware.

Once open, go to Classes. Open a class and select the Online

Bookings tab, as shown below.

® Class: Boxing

Het [ BHse a0 N

General

Class Name:

Display Name:

Class Group:

Deduct Payment When:

Print Booking Ticket:

Class Description:

— O X
Boxing Timetable Preview: > el
Group Fitness v Colour: M Red B
At Arrival %
Never Y

Get fit fast with upper body combinations, cardio and strength bursts to create tone and
muscle definition using boxing equipment. Gloves required - No partner necessary!

Who Can Attend Sessions Online Bookings

Online Class Summary Image:

Bookings cannot be made within:

Allow cancellation until:

Main Points:

Allow Online Bookings: Tic

10 minutes of the session starting.

-
v

hours

-
-

hours |15 3| minutes of the session starting.

-
hd

k this box to allow the Class to be available for Online Bookings

Online Class Summary Image: An optional image displayed when the member clicks for
further details or to book the class online.

Booking cannot be made within: Used to determine the latest time a member can book the

class online.

Allow Cancellation until: An optional setting used to determine the latest time a member

can cancel the class online.

Step 5. Go to Synchronisation | Sync with Member Website. This will force the classes to
upload to the member website in preparation for online bookings to be used.

Step 6. Your Clubware Support Consultant will provide you with a URL. This is for the facility,
in conjunction with any external website creator to embed on the company website.

You have completed the step to set up online bookings in Clubware.
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Instruct members to use Online Bookings
Once you have set up your online bookings and placed the URL under a button on your website, your
members can access online bookings.

The following tutorial will provide instruction for you to guide your members in the use of Online
Booking in Clubware.

Note: For members to be eligible to use online bookings, they must have a valid email address in
Clubware. They also must have the Enable Member Website box ticked on the Details tab of their
member record (see tutorial Adding a Member)

Step 1. Navigate to your website and select the online bookings button.

Step 2. Your timetable should now display, as shown below.

FITNES S

4 > 16-02-2016 | @ All Classes * | All Groups v | AllInstructors v
Wednesday Thursday Friday Saturday sunday Monday
Today 17 Feb 18 Feb 19 Feb 20 Feb 21 Feb 22 Feb

6:30 AM ch Boot Camp

5:30 PM Yoga Yoga Yoga

6:00 PM Boxing

@ 1 Misio St, Melbourne 1004 Copyright & 2014 - Clubware Ltd. Al rights reserved

X, 07 5524 5522
¥ support@clubware com au
@ w. Australia Standard Time

Main Points:

Register: The first time your member uses the online bookings portal, they will have to
register.

Log in: This is where your member will log in after receiving confirmation that they have been
successfully registered.

Date: Date classes are shown from on the online bookings calendar
All Classes: This filter can be changed to show a specific class e.g. Boxing.

All Groups: If groups have been designated in a class e.g. Cardio, then the end user will be
able to filter to show either all or only a specific group.

All Instructors: If instructors have been allocated to the class then the end user will be able
to apply a filter to show either all or a specific instructor.

Full Stamp: The full stamp as displayed above shows the end user the class is booked to
capacity

Facility Contact details: These details, along with the logo, will automatically populate from
your branch settings.
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Step 3. The member must register the first time they intend on using online bookings. Selecting
register will take them to the screen below.

© Timetable

Please enter your email address.

We'll send you an email that lets you log in.

Email kingsley@metrofitness.com.au

: Request Kmai \

This will send an email to the provided email address and prompt them to register via the Set
password link in the email.

Registration Email Sent

We have sent you a registration email.

OK

Registration confirmation for HealthClubDemo

HealthClubDemo (members@clubware.co.nz) Add to contacts 3:25 PM

To: kingsley@metrofitness.com.au

Hi Kingsley Norman,

To complete your registration for HealthClubDemo please select the following link:
Set password

Kind regards,

HealthClubDemo
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Step 4. The member must finalise their registration for online bookings.

Set password.

Please enter your new password.

Email kingsiey@metrofitness.com.au
Password  seeeeces
Confirm  sesseeen ‘
password
Set pa@mrd

Clubware will then log the member into the online bookings portal. In the top right hand side

of the screen, it will indicate that the member has logged in and the drop down with show
options for this log in.

I%ﬁ rasley -

Change Password

Log out

Step 5. Members can select a class and reserve a place by selecting book.

< Timetable n n

Yoga

& Start Date:
Friday, 13 December 2019 at 8:00 AM

©® Duration:
60 Minutes

Notes:
Session can be booked until Friday, 13 December 2019 7:50 AM

‘ I~
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Main Points:
Timetable: Takes your member back to the timetable.
Booked: Displays to the member they have successfully booked in for this class.

Cancel booking: If the permissions have been created in Clubware, the member will have
the ability to cancel the booking through the online bookings portal.

Social Media links: Allows your member to share their activities with their friends and
followers.

If the class is full, the member may be able to register for the class waitlist. They will be notified by
email their position on the waitlist and will be notified again once the reservation is converted to a
booking to the main class.

< Timetable n n

Yoga

& Start Date:
Friday, 13 December 2019 at 8:00 AM

©® Duration:
60 Minutes

Notes:

Session can be booked until Friday, 13 December 2019 7:50 AM

© Wwaitlist

This will mark the classes as booked with a tick, as shown below. This will also update the booking in
Clubware. This can be viewed on the timetable.

Wednesday Thursday Fnday
Today 17 Feb 18 Feb 19 Feb
&
oo | >
—
o

Sl )

Note: Classes which are full cannot be booked.

Classes marked as full with an orange clock symbol have waitlist spots available.
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Your member has now completed the steps to booking a Class using online bookings in
Clubware.
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Clubware Mobile App Registration

This tutorial is a guide for you to assist users attending classes in registering the Clubware mobile
app.

Note: Regardless of status, all names in your Clubware database should be able to use the
mobile app two criteria are met:

The email address they are registering with is on their profile in Clubware.
The ‘Enable member website’ box is ticked on the details tab.

There are 3 scenarios that can occur as out lined below.

Example 1

Previous user of the Online Bookings portal:

Step 1. After downloading the App from either the Apple App store or Google Play store, the user
should be able to log in and start using immediately by entering the same credentials.

100 ¢ &

< clubware@mailinator.com

clubware@mailinator.com
------

Clubware Manual Classes e 245



Example 2
User has not registered for the Online Bookings portal but is in the Clubware database:

Step 1. After downloading the App from either the Apple App store or Google Play store, the user will
enter their email address and be sent a verification code which will act as a password.

{ Set password Verify email < Login Set new password

p

New password |

Confirm password

1 gc 3; giwlelrjtiyjulilolp
& 3 S, asdfghjk I
PZ!S 1§v w%z 0 z X Cc \') b n m @
0 & 123 space Go
@

Step 2. This verification code will expire after 90 days inactivity and can be resent simply by re-
entering the email address and a new verification code will be sent.

Example 3
User’s email is not in the Clubware database:

Step 1. After downloading the App from either the Apple App store or Google Play store, the user will
enter their email address.

Step 2. The user will receive a notification stating email address is not recognised and should contact
the club.

Step 3. The user can be added as a prospect with their email address. The ‘Enable Member Website’
option is ticked by default.

Or

The user can go to the online bookings portal to register. This will load them as a prospect in
Clubware

Step 4. Follow Steps in Example 2
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You have now completed the steps to assist your users in registering to use the Clubware
mobile app
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Book Classes using the Clubware mobile app
This tutorial is a guide for you to assist users in registering for classes in the Clubware mobile app.

Note: The first time a user books into a class they will be prompted to accept the terms and
conditions.

Step 1. The user will have previously registered for the Mobile App. (See tutorial Clubware Mobile
App Registration)

Step 2. After logging in, the user can navigate to the class they wish to use.

T-

158 6.8 Bond| Beach Filters

Timetable &
Timetable
September, 2018
24
6:00AM  Spin
7:00AMm  Yoga
Pilates

CrossFit

Boxing

Step 3. Either tick the box (Android) or select book (iOS) to book into the class.

You have now completed the steps to assist your users booking classes using the Clubware
mobile app
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Cancel a class booking using the Clubware mobile app

The following tutorial is a guide for you to assist users in removing bookings for classes in the
Clubware mobile app.

Step 1. The user will have previously booked into a class.
Step 2. After logging in, the user can navigate to the class they are no longer able to attend.

15 0 &
Timetable

(-] Remove ooking

Step 3. Untick (Android) or select Booked (i0S) and follow the screen prompts to remove the
booking.

You have now completed the steps to assist your users to remove class bookings using the
Clubware mobile app
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The following tutorial is a guide for you to assist users purchasing concession cards for classes in the
Clubware mobile app. Please see the tutorial ** to assist in configuring account templates for
purchase online.

In Clubware, the class must be configured for concession cards to allow non-active users to attend.
The class can be set up with a concession card with a single visit or the user can purchase multiple
visits.

Step 1. The user will have previously registered for the Mobile App. (See tutorial Clubware Mobile
App Registration )

Step 2. The user attempts to book into a class which they do not have the correct membership for.
The Clubware mobile app recognises this and offers the user the ability to purchase concession cards
linked to the class.

116 O &
X YlSlt passes

197 & &

e Payment details

$50.00

Step 3. When the user selects the concession pack, they are prompted to enter their credit card
details and select Pay. This payment is then sent to the billing company and processed.

Step 4. The user will become an active member in Clubware until the concessions are exhausted.

You have now completed the steps to assist your users to purchase concession cards using
the Clubware mobile app
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The following tutorial is a guide for you to assist members in suspending their account on the
Clubware mobile app. When a suspension is added via the mobile app, it will send to the billing
company and feed into Clubware.

The account template must be configured to accept self-service suspensions. (See tutorial
Configuring Online Settings)

Step 1. The user will have previously registered for the Mobile App. (See tutorial Clubware Mobile
App Registration)

Step 2. The member will need to navigate to their account details on the mobile app, either by using
the iOS account button or the Android hamburger.

Step 3. Select the account to be put on suspension and then scroll to the bottom of the form. Select
Suspend Membership from this form.

125 & & 125 & 8

<« New suspension

X Membership details

Start date
Sun, 14 Oct 2018

End date

Sun, 28 Oct 2018

15 days

Suspend membership

Step 4. Update the suspension details from the New Suspension screen and then select Add to
complete the suspension. The suspension will show on the Membership details screen.

You have now completed the steps to assist your users to suspend memberships using the
Clubware mobile app
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Term Classes

Overview

Term Classes simplifies administration of classes, resources, attendance and student payments.

The Term Classes section within Clubware is designed to handle all levels of term classes, from small
one-off events to multi-site programs.

Term Classes handles all aspects associated with managing all types of classes, from small groups
to thousands of students.

& v T T
J Front Desk
“g @ Mew Program ﬁ Mew Class @ Sessions
&l Membe
&l Members ﬁ Programs % Classes
T calendar ClassTemplates
g Retail Management Achievements _ Terms _ & Mew Class Template
@ Classes & MNew Achievement @ Mew Term @, Class Templates
A scnevenns 5 rems
= esowces 0
rograms
watc N Tt T G ren penrce
B Term Classes = — Y - =
29 Term Sessions = Waitlist Class Timeline e Resources
R adhievements Administration |
1% Terms % Bulk Class Rallover
[ Class Templates
3 Waitlist
2 Class Timeline
5 Bulk Class Rollover
led Reports
Programs

A program contains a class or a series of classes that occur sequentially. A program is a container for
classes and all items associated with classes.

Term Classes

A class is created as part of a program. A class has sessions (time slots), session templates,
waitlists, attendance history, resources, instructors, goals and achievements.

Term Sessions

A session is an individual time slot for a class. These can be generated from a session template or
added manually.

Information about a class, such as members and attendance, location, resources and instructors, is
specified and stored at the Session level.

A session can be viewed from the Calendar section. A user can take or print the roll for a session
from this view or from the Calendar section.
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Note: The Classes and Sessions tabs on the Term Classes Navigation Panel have an Advanced
Search feature added to the toolbar.

This allows searching by Program, Class Name, Term, Minimum spaces, Instructor Name, Day of
Class (Class screen only, Time of Class, or whether the class is Active/lnactive. An example is shown

below.
w lig] lﬂ | ), Class Name == | ., Advanced Search & How to...
Term Sessions
|7 Edit ] Delete !
Advanced Search
Program Any Program T
Class Name CONTAINS Class is active
Term v | 1 I Minimum Spaces
Instructor IS hd
Reset x
O Between 08000 5| - 1800 3 Search
| | |T|me - | Class - | Branch | Duration | FinishTime A

Achievements

Achievements are milestones that can be assigned to classes and used to reward students for
achievements within classes. An achievement can be assigned a document, which can be printed as
a certificate when students graduate from classes.

Terms

Terms outline the start and end dates of classes. Terms are completely flexible and can be designed
to cover any time period specified by the user. This allows users editing a specific class to
automatically schedule sessions within term dates.

Class Templates

When a class has been set up it can be saved as a class template. This reduces the need to spend
time re-keying data that is already stored. A new class template can also be created. Templates can
include location, goals and achievements.

Waitlist

Members can be waitlisted for individual classes (those that are full) or class templates. From the
waitlist section, a member can be enrolled when places become available.

Class Timeline

The class timeline shows all classes scheduled for a particular day. To view classes in the timeline,
select the day required from the mini calendar on the top right of the Class Timeline view.
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How To

Programs

The following tutorials describe the most common actions associated with Programs.

Adding a Program

This tutorial describes the steps required to add a Program within Clubware.
A program is the holding container for classes and sessions.

Step 1. Select Term Classes | Programs from the navigation panel, as shown below.

L% Term Classes
B Term Classes
¢ Term Sessions
B achievements
[E Terms
[[] Class Templates
< Waitlist
T Class Timeline
5 Bulk Class Rollover

Step 2. The Programs screen will appear in the main panel.
Select Add from the toolbar at the top of the Programs screen.
A New Program screen will appear.
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Enter information as shown below.

@ [Club Demo HO] Program: Learn to Swim — O X
41 Bxt | [3 b save | ) | @J!

Program Name: Learn to Swim

Group: Learn to Swim g

This is the learn to swim program. This contains all of the dasses that are part

Desarption: of the learn to swim program.

| Members Resources Instructors Achievements Sessions

[ 4 Add ~ [A Edit j| Delete

Name Seque... Min Size | Max Size @ Current
® @ Learn to Swim 0 5 10 0
B O Llevell 0 4 10 1
Class: |4 | 4 of 2|p |pl

Main Points:
Program Name: This is the name of your program.
Group: This is the category your program belongs to.
Description: This is more detailed information about your program.

Classes: These are the Classes that make up your program.
You can add or edit classes here when you have saved your program. See the next tutorial,
Adding a Term Class, for more information.

Members: This is a read-only view of the members who are enrolled in your program.
Members are enrolled in classes.

See the tutorial Adding a Class and Enrolling Members for more information about adding
members to classes.

Resources: This is a read-only view of the resources associated with this program.
Resources are added to sessions of classes.

Instructors: This is a read-only view of the instructors associated with this program.
Instructors are added to sessions of classes.

Achievements: This is a read-only view of the achievements associated with this program.
Achievements are added to sessions of classes.

Sessions: Sessions are the individual class times associated with classes of this program.
Sessions are added to classes.
You can edit or delete sessions from this section.
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Step 3. Click Save.

The following tutorial Adding a Term Class describes the steps required to add classes to this
program.

You have completed the steps required to add a program within Term Classes in Clubware.
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Term Classes

The following tutorials describe the most common actions associated with Term Classes.

Adding a Term Class

This tutorial describes the steps required to add a term class.

When you have set up your program as outlined in the previous tutorial, Adding a Program
you can add classes.

Classes contain sessions and members.

Step 1. Select Term Classes | Programs from the navigation panel.
The Programs screen displays in the main panel.

Step 2. Select the program you want to add term classes to, as shown below.

Programs

|| Name ~ | Desaription | Branch
(3 Inactive (11Programs)
(=) Group: Adult Swimming (2 Programs)
il a AustSwim Club Demo HO
@ Clubware Swim Team Clubware Swim Team Club Demo HO
(=) Group: Learn to Swim (7 Programs) '
_@ Adults Learn to Swim, Breathing, Fitness Club Demo HO
@ Babies (6 months - 3 Years) Learn to swim for babies and toddlers Club Demo HO
_ﬁ Learn to Swim This is the learn to swim program. This co... : Club Demo HO
_@ Learn to Swim - School Age (5 - ... : School age learn-to-swim. This Program h... : Club Demo HO
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Double click on your selection, the screen below displays.

@ [Club Demo HO] Program: Learn to Swim

< Bt | (8 b %ﬂf‘l%?l.fylg

Group:

Description:

Program Name:

Learn to Swim

Learn to Swim

This is the learn to swim program. This contains all of the dasses that are part
of the learn to swim program.

[g Add ~ [ Edit j] Delete

Class: | |4

Name

4

of 2 [p bl

Seque...

Min Size | Max Size ' Current

5 10 0
4 10 1

Step 3. Click the Classes tab as shown above, then click Add.

Note: Click the drop down triangle to display Add from Template
and Add by Copying options.

4

& Add

|1 Edit 4 De

fdd by Copying

fdd from Template

Select your option:

Add: This adds a new blank class.

Add from Template: This allows you to use a template as a starting point for your new class.
The template includes basic information on a class.

Add by Copying: This allows you to copy an existing class, including session templates.

For this tutorial use the first option.

Click Add.

v

0

® @ Learn to Swim
® O Llevell
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A New Class screen will appear.
Complete the form as shown below.

I
| ®

é 4 Exit | [ Save |8} | @ Save as Template 3 Graduate Rollover/Transfer

| L2 2 b

|

| Class Name: Default Session Fee: $0.00

l Program.,. Learn to Swim Minimum Class Size: 03
Class Sequence: Qs Maximum Class Size: 0%
Term Structure: Payment by: y A ad
Default Location: Latest Enrolment Date: !/ b

Members Waitlist Attendance Session Templates Sessions Instructors Resources Achievements Goals

| = Add | Edit j:] Delete

Last Name First Name Branch Date Enroled DOB Telephone
|
|
Member: |4 o ojof 0 b [Pl < >

Main Points:
Class Name: This is the name you use to identify your class.

Class Sequence: The sequence number is used to order classes according to student
progression, such as Learn to Swim.

When a student graduates from one class in a program, they are automatically enrolled in the
next class in the sequence.

Default Session Fee: This is the default charge if members are being charged on a per
session basis.

Minimum Class Size: This is the minimum size for the class.

Maximum Class Size: This is the maximum size for the class, which if exceeded will trigger
a waitlist.

Term Structure: Select start and end dates (defined in the Terms section of Class
Management). Session templates within those dates can be created for you automatically.
See the tutorial Adding Session Templates for more information.

Default Location: Select where sessions of this class will usually be held. See the
tutorial_d2h_bmk D2HTopic 421 121 Adding a Resource for more information about how to
add locations to this list.

Latest Enrolment Date: Enter the last date enrolments will be accepted for the class.
Payment By: Enter the due date for payments for the class.

Toolbar options:
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Save as Template: This button allows you to save basic details from this class as a template

for re-use later.

Graduate: Click this option to select members who are ready to graduate from this class to

the next class in a program sequence or the end of the program.

When you graduate members, you can print achievement awards or certificates.

Rollover/Transfer: This is used to move a member from their current enrolment to the next

instance of the same class (re-enrolment).
Step 4. Click Save. The screen now displays as shown below.

Add any further classes by repeating the process above.
To schedule sessions of the class, see the tutorial Adding Session Templates.

You have completed the steps required to add a class within Clubware.

® Class: Learn to Swim = O X
o Exit | [& kA save | [ 2 b saveasTemplate § Graduate ¥ Rollover/Transfer B
Class Name: Learn to Swim [[4 Default Session Fee: $16.00
Program. .. Learn to Swim Minimum Class Size: 2%
Class Sequence: 1% Maximum Class Size: A
Term Structure: Term 2018 Full Year Payment by: !/ b
Default Location: Small Pool Latest Enrolment Date: !/ s
Members Waitlist Attendance Session Templates Sessions Instructors Resources Achievements Goals
[4 Add [Z Edit l| Delete
Last Name First Name Branch Date Enroled DOB Telephone
Member: |4 | oiof 0 b Bl < >
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Adding a Class using a Class Template

This tutorial describes the steps required to add a class using a class template.

When you have set up your program as outlined in the tutorial Adding a Program you can add

classes.

Classes contain sessions (class meeting times) and members (students).

Step 1. Select Term Classes | Programs in the navigation panel.
The Programs screen will display in the main panel.

Programs

|| Name ~ | Description
(=) Inactive (11 Programs)
(=) Group: Adult Swimming (2 Programs)
@@ Austswim Club Demo HO
@ Clubware Swim Team Clubware Swim Team Club Demo HO
(=) Group: Learn to Swim (7 Programs) : '
@ Aduits Learn to Swim, Breathing, Fitness Club Demo HO
_@ Babies (6 months - 3 Years) Learn to swim for babies and toddlers Club Demo HO
_ﬁ Learn to Swim This is the learn to swim program. This co... : Club Demo HO
_@ Learn to Swim - School Age (5 - ... : School age learn-to-swim. This Program h... : Club Demo HO
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Step 2. Select and open the program you want to add classes to.

The screen below displays.

i@ [Club Demo HO] Program: Learn to Swim
foit [ BHse 0ol

Program Name: Learn to Swim

Group: Learn to Swim

Description: of the learn to swim program.

......................
......................

[g Add ~ [ Edit J'| Delete

Step 3. Click the Classes tab as shown above.
Click the dropdown button (small triangle) next to the Add button.
There are two extra options, as shown below.

Classes |Members | Resources | Instructors | Achievements | Sessions

5 684 7| it i) peeee

| Add from Template

Add by Copying

Step 4. Select Add from Template.
The Choose a Template dialog box displays.

This is the learn to swim program. This contains all of the dasses that are part

Name Seque... Min Size | Max Size | Current

® @ Learn to Swim 0 5
B O Llevell 0 -
Class: [[41] 4 of 2[p [Pl

Seqgue. .. Min Size | Max Size | Current
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Select the class template you want to use and click OK, as shown below.

P A’
4, Choose a Template lﬁj E‘Eu

L, Template Name El Add Edit

| Template Name - | Branch | Default Class Name
| Adult Swim Class Metro Fitness HO  Adult Swim
L Learn to Box Metro Fitness HO Learn to Box

[ Learn to Swim ‘Metro Fitness HO  Learn to Swim

Class Template: [[d )[4 ) 2of 3 (k0] « | i | 3

Step 5. The new class will display, with information from the template as shown below.

® [Club Demo HO] Class: Learn to Swim - O X

Class Name: Learn to Swim @ DefauitSessonFee: $5.00
\Program... [Learn to Swim | Minimum Class Size: 5%
Class Sequence: ) Maximum Class Size: 105
Term Structure: &, Paymentby: ﬁ
Default Location: Small Pool &, Latest Enrolment Date: ﬁ

Members Waitlist Attendance Session Templates Sessions Instructors Resources Achievements Goals

r

Last Name ™ | First Name | Branch Date Enroled DOB 1 Telephone

Member: [JIFEE[  ojof o BTN < | >

Last modified by Clubware Support on 10/12/2018 8:52:57 AM

Main Points:
Class Name: This is the name you use to identify your class.
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Class Sequence: The sequence number is used to order classes according to student
progression, such as Learn to Swim.

When students graduate from one class in a program, they are automatically enrolled in the
next class in the sequence.

Default Session Fee: This is the default charge if members are being charged on a per
session basis.

Minimum Class Size: This is the minimum size for the class.

Maximum Class Size: This is the maximum size for the class, which if exceeded will trigger
a waitlist for the class.

Term Structure: Select start and end dates (defined in the Terms section of Term Classes).
Session templates within those dates can be created for you automatically.
See the tutorial Adding Session Templates for more information.

Default Location: Select where sessions of this class will be held.
See the tutorial Adding a Resource for more information about how to add locations to this
list.

Latest Enrolment Date: Enter the last date enrolments will be accepted for the class.
Payment By: Enter the due date for payments for the class.
Toolbar options:

Save as Template: This button allows you to save basic details from this class as a template
for re-use later.

Graduate: Click this option to select members who:

Are ready to graduate from this class to the next class in a program sequence, or
Have completed the program.

When you graduate members, you can print achievement awards or certificates.

Rollover: This is used to move members from their current enrolment to the next instance of
the same class (re-enrolment).

Step 6. Save and exit the New Class screen.
Add further classes by repeating the process above.
To schedule sessions of the class, see the next tutorial, Adding Session Templates.

You have completed the steps required to add a class using a class template within Clubware.
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Sessions

The following tutorials describe the most common actions associated with Sessions.

Adding Session Templates
Before a session can be added to a class, a session template needs to be created.

A session template supplies the day and time of a session or sessions, while the term template
supplies the date boundaries for the sessions.

Using these definitions, Clubware calculates the sessions required for the class.

This tutorial describes the steps required to add session templates.

Step 1. Select Term Classes | Term Classes from the navigation panel.

The Classes screen will display in the main panel.

Step 2. Click the class you want to add the session templates to, then click Edit, as shown below.

Term Classes

| | |name | Branch
(=) Program: Clubware Swim Team (1 Classes)
B e et |
3 Program: Emma's baby Swan (7 Casses)

® @ HugeFih-Monda.. CbDemoHO  EmmasbabySwm LeamtoSwm 4 9 permanent
® @ HugeFish-Monda... ClubDemoHO  Emma'sbaby Swim leamtoSwm 4 9 permanent
® @ BigFish Thursday ... ClubDemo HO | Emma's baby Swim Leamn to Swim 3 9 permanent
s sebabitne LBl ta e Ll s o R o s B s
© @ Kinder Kids - Satur...  ClubDemo HO Emma's baby Swim 1 10 permanent
® @ test ClubDemoHO | Emma's baby Swim 0 0 permanent
¥ @ Studio Cyde Club Demo HO '”Emna'sbaby Swim 0

(3 Program: ImmersionMMA (1Classes) | e
~_|® @ BuAfemoon  ClubDemoHO  Immersion MVA

2 Program: Leam to Swim (3 Classes) L
1 Learn to Swim Club Demo HO Learn to Swim ¢
¥ @ Learn toSwim Club Demo HO Learn to Swim LeantoSwim 0 { 10 permanent
@ O Levell ClubDemoHO | Leam to Swim LeamtoSwm 0 |9 permanent
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Step 3. The class screen will display.
Click the Session Templates tab, as shown below.

Members Waitlist Attendance

® [Club Demo HO] Class: Learn to Swim O
5
Class Name: Learn to Swim [74] Default Session Fee $16.00
lPr_og_gm [Learn to Swim ] Minimum Class Size 2 :‘
Class Sequence: ) Maximum Class Size: 5:%
Term Structure: Term 2019 Full Year @ Paymentby: !/ *
Default Location: small Pool % latestEnrolmentDate: [ [ v

| Sessions Instructors Resources Achievements Goals

StartDate -  EndDate
| 29/01/2019 |  5/04/2019
23/04/2019 = 28/06/2019
15/07/2018 20082015

l 9
@ Term22019

| Tems2s

|08 Temazo19 I b
Session Template: [ [4 | 4| 1of 4 [pI[pl]
Step 4. In the Session Templates tab, click Add.
The New Template screen will display.
(™ [Club Demo HOJ] New Template - | X

[2&4 lLearn to Swim ]

Description: |

BlockStart:  10/12/2018 Duration: 02 Units:
BlockEnd:  10/12/2018

Session Fee: $0.00

Requirements Sessions Resources Instructors

Minutes Minutes
[] Monday [12:00 aM | fo:J Clsaturday  [12:00 AM | !{OJ
O Tuesday m @ O Sunday m @
O Wednesday m @
Oy o0 v ] |
Oeasy oo ] |

[Club Demo HO] New Template
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Complete information as shown below.

it [Club Demo HO] New Template
53 Exit | b save | @ | g.-!

Class Learn to Swim

Description: ~ Monday 4pm Term 1

Block Start:  29/01/2019 b g Duration: 86 o
Block End: 5/04/2019 ]
Session Fee: $0.00

Requirements Sessions Resources Instructors

Minutes
Monday 4:00 PM 30 [ saturday
Ciuesday’ 12:00 AM | |0 [J sunday
O Wednesday 12:00 AM 0
[ thursday 12:00 AM ||0
[ Friday 12:00 AM  |{0

Units: | Days

Minutes

12:00 AM 0

12:00 AM 0

v

Main Points:

Description: Enter a name to describe your session template.
Block Start: Select the date the sessions start.

Duration and Units: Select a length of time during which the block of sessions should be
scheduled, such as 10 weeks or 4 months.

Block End: This is calculated automatically from the Block Start and Duration fields.
Session Fee: This is the default fee that applies to sessions created from this template.

Requirements: These are the days and times when sessions will be created when using this
template.

Sessions: This is a read-only list of sessions created by this template. See the next tutorial,
Adding Sessions, for more information.

Resources: When you add a resource to the template, the resource will be added
automatically to all sessions created from this template.

Instructors: When you add an instructor to the template, the instructor will be added
automatically to all sessions created from this template.

Step 5. Save when all entries are complete. You will be asked to confirm the changes.
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Propagate the changes

Do you want to propagate the changes to all session
templates for this class

Step 6. Save and close the form.

See the next tutorial, Adding Sessions, to create sessions from this template.

You have completed the steps to add a session template to a class in Clubware.
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Adding Sessions

Before you can add sessions for a class, Clubware requires that session templates be created.

A Session Template provides Clubware with the information it needs to create a series of sessions.

This tutorial describes the steps required to add a Session within Clubware.

Step 1. Select Term Classes | Term Classes from the navigation panel.
The Classes screen will display in the main pane.

Step 2. Click the class you want to add sessions to, then click Edit, as shown below.

o Aed 7 EAt 4 Deee !
L] |Neme [ Bonch | Progrom Neme ~ | Category
(=) Program: Cubware Swim Team (1 Casses)
_j‘ @ | Jimmi Splashers Cub Demo HO Cubware Swim Team Aduit Swimming
(Z) Program: Emma’s baby Swim (7 Classes)
® | @ | Huge Fsh - Monda... : Oub Demo HO Emma’s baby Swim Leam to Swim
| @@ [Huge Fish -Monda...  Cub Demo HO Emma’s baby Swim Leam to Swim
—‘ ] @ | Big Fish Thursday ...  Oub Demo HO Emma's baby Swim Leamn to Swim
® | @ | Todd Squad Wedn... - Oub Demo HO Emma’s baby Swim Leam to Swim
__|® @ [Kinder Kds -Satur...  Cub Demo HO Emma’s baby Swim Leam to Swim
® @ test Cub Demo HO Emma’s baby Swim Leam to Swim
. | @ @ | studio Cyde CubDemoHO | Emmas baby Swim Leam to Swim
(=) Program: Immersion MMA (1 Classes)
__|® @ Bl Aftemnoon CubDemoHO  Immersion MMA MMA
(=) Program: Learn to Swim (3 Classes)
[l — " ileamtoswim  |CubDemoHO  |leamtoSwim  |Leam toSwm
- ® @ Learn to Swim Cub Demo HO Learn to Swim Leam to Swm
® O levell Club Demo HO Learn to Swim LeamtoSwim (0

Step 3. The class screen will display.
Click the Session tab, as shown below.

Instructors Resources Achievements Goals

Members Waitlist Attendance Session Templates

[ 2 Edit k) Delete ~[r Create Sessions |

Day Date ~ | Time Durat...

Step 4. Click Create Sessions in the toolbar, as shown below.
[/ Edit l Delete 'EEW!

The Generating Sessions dialog box will display as sessions are created.

Generating Sessions

Progress Remaining 0.0s
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Step 5. Based on the session templates you have created sessions will appear in the Sessions
screen, as shown below.
(See the tutorial Adding Session Templates).

® [Club Demo HO] Class: Learn to Swim — O X

et (3 Hsoe | 9] 9 b seveassTenate 3 gaduate 8 Rolover/Tanster i

Class Name: Learn to Swim Default Session Fee:  $16.00
[Program... 3 lbl-ream to Swim | Minimum Class Size: { 2%
Class Sequence: [ 1 : Maximum Class Size: f 5 : [
Term Structure: Term 2019 Full Year @, Paymentby: f It v
Default Location: small Pool @ LatestEnrolmentDate: ! ! v

Members Waitlist Attendance Session Templates Sessions Instructors Resources Achievements Goals

[/ Edit j| Delete ~ '3 Create Sessions

Day Date Time Durat... A
' 4/02/2019 | 4:00 PM 30
¢ Monday 11/02/2013  4:00 PM 30
22 Monday 18/02/2019 400PM 30
® Monday 25/02/2019 4:00PM 30
9 Monday 4/03/2019 4:00PM 30
¢ Monday 11/03/2019  4:00 PM 30
9 Monday 18/03/2019 4:00PM 30 v
Session: |14 ] 4| 10of 10 [p |[pi]

A session is created for every day selected in the session template.
Step 6. Save and close the form.

You have completed the steps required to add sessions to a class within Clubware.
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Achievements

The following tutorials describe the most common actions associated with Achievements.

Adding Achievements
This tutorial describes the steps required to add an achievement within Clubware.

Step 1. Select Term Classes | Achievements in the navigation panel, as shown below.

£ Term Classes
ﬁ Programs
B Term Classes
@ Term Sessions

F_T] Terms
[T Clare Tomnlatas

Step 2. The Achievements screen will display in the panel.
Select Add from the toolbar.

A New Achievement screen will open.

Add information similar to the example below.

R [Club Demo HO] New Achievement — X

Achievement Name : |

Expiry Date : /! i
[ certificate Awarded

QB

Description @

[Club Demo HO] New Achievement
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Main Points:
Achievement Name: Enter the name that best describes your achievement.

Category: Select the category this achievement belongs to. This will determine where it is
available when adding an achievement to a class.

Note: A class can only be linked to an achievement in the same category as the program the
class belongs to.

Expiry Date: Enter the last date this achievement is valid (optional).

Certificate: This is the document that will be printed when graduating members from classes
linked to this achievement.
See the next tutorial Adding an Achievement to a Class for more information.

Description: Enter a detailed description of the achievement.
Preview: Click to preview the certificate within Microsoft Word.
Step 3. Save and exit the form.

You have completed the steps required to add an achievement in Clubware.
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Adding an Achievement to a Class

This tutorial describes the steps required to add an achievement to a class.

Step 1. Select Term Classes | Term Classes from the navigation panel.
The Classes screen displays in the main panel.

Step 2. Select the class you want to add the achievement to, as shown below.

6/05/2011 S parmanent

: Cub Demo HO

Aibbeoln)

Step 3. Click Edit to open the Class screen.
Click the Achievements tab, as shown below.
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Step 4. Click Add. The screen below displays.

' ™%
4, Choose an Achisvement LEJ EIEIQ

Sp—_—— STEYTRERY
—
Mame Description Branch

n, Learn to Swim - S5tage 1 Stage 1 certificate | Metro Fitness HO

n Learn to Swim - Stage 2 Metro Fitness HO

n Learn to Swim - Stage 3 Metro Fitness HO

n Learn to Swim - Stage 4 Metro Fitness HO

n, Learn to Swim Profidency Metro Fitness HO

| Stage 1. Completon | Award this achi..__| MetroFitness HO

Achievement: Ijl of 6|

ok || Cancsl

Step 5. Select the achievement you require and click OK.
The achievement will be displayed in the Achievements tab within the class, as shown below.

|Members |Waiﬁist I Attendance |Session Templates |Sessions | Instructors |F‘.esour::es| Achievements |Goals
Add [t Edit 47| Delete

Mame Description

Stage 1 Completion Award this achievement when students have completed stage 1.

Add more achievements as required.

Step 6. Save and exit the form.

You have completed the steps required to add an achievement to a class in Clubware.
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Terms

The following tutorials describe the most common actions associated with Terms.

Adding Terms

When creating sessions, terms are used to define the start and finish dates for all sessions created
within a term.

Terms can be for any time period and don’t need to align with school terms.
This tutorial describes the steps required to add terms.

Step 1. Select Term Classes | Terms in the navigation panel, as shown below.

L Term Classes
ﬁ Programs
B Term Classes
% Term Sessions
B Achievements
[ Class Templates
o Waitlist
2 Class Timeline
;1 Bulk Class Rollover

Step 2. The Terms screen will display in the main panel.

(79): 2016 2016 Club Demo HO
(i9: 2015 2015 Club Demo HO Year 2015
(79 2013 2013 School Terms  Club Demo HO

Select Add from the toolbar.

Add ||3 Edit )| Delete
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The New Standard Term screen will display as shown below.
Enter a name, year and description, as in the example below.

(™) Term: Term 2019 Full Year = ] X
i Ext | [3 | save | @B
Name: Year: 2019

Description: 4 Terms for 2013

~—Term Details
]'@ Add l[/J Edit j'| Delete
Term No. Start Date End Date
Term: ({4 4 oof o' p M

If your term includes more than one year, you can select the starting or ending year of the term. This

field is for reporting purposes only.

Step 3. Click Save when your entries are complete.
The Term Details toolbar will become enabled.
Click Add to add an individual term, as shown below.

L= S =

(L6 09 |2 eat i) pskte

Step 4. The New Term screen displays. Add the information shown below.

[" [Club Demo HO] Term: Term 12019 = X
fen G 0ol
Description: erm 12019 Term No: 1
Term Start: 29/01/2019 ¥ Duration: 66 - Units: Days v
Term End: 5/04/2019 v
Main Points:

Description: Enter the name of the term.

Term No: Enter the sequential number of the term.

Terms will display on the Terms screen according to their Term Numbers.

Term Start: Enter the date the term starts.

Duration: Enter the length of the term.
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Units: Select the time units for the duration period.

Term End: This is calculated automatically from the Term Start and Duration.
Continue the process for each term required. Use the example as a guide.

| Name: Term 2018 Full Year Year: 2019 5

i Description: 4Terms for 2019

| ~Term Details
[g Add [/ Edit j] Delete
Term No. Start Date End Date A
w1 | 20yni9] sy
2 23/04/2019 = 28/06/2019
(3 15/07/2019 20/09/2019 v
Term: |4 | o 1of 4| p |[pl

Step 5. Click Save and exit the form.

Term structures can be associated with classes.
See the tutorial Adding a Term Class for more information.

You have completed the steps required to add a new term structure in Clubware.
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Class Templates

The following tutorials describe the most common actions associated with Class Templates.

Adding Class Templates

Class templates can be used when adding classes to programs.
By using a template, you can avoid repetitive data entry by having the template automatically enter
common information for you.

This tutorial describes the steps required to add class templates.

Step 1. Select Term Classes | Class Templates in the navigation panel, as shown below.

L Term Classes
@ Programs
B Term Classes
¢ Term Sessions
B achievements
@ Terms
i Waitlist
T Class Timeline
5 Bulk Class Rollover

The Class Templates screen will display in the main panel.

Step 2. Select Add from the toolbar at the top of the Class Templates screen.
The New Template screen will display.

[ [Club Demo HO] New Template - a X

et | B 0ol |
Template Name: |
Default Class Name:
Default Session Fee: $0.00
Minimum Class Size: 02 Maximum Class Size: 03
Default Location:

Goals Achievements
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Enter information as shown below.

£ Class Template: Learn to Swim — O X
et |2 seve |02 N

Template Name: Learn to Swim

Default Class Name: Learn to Swim

Default Session Fee: $16.00

Minimum Class Size: 2% Maximum Class Size: 5%

Default Location: 5mall Pool

Goals Achievements

Basics of Learning to swim

Main Points:
Template Name: This is the name that best describes the template.

Default Class Name: This is the default name that will appear in classes derived from this
template.

Default Session Fee: Enter the default fee per member for classes derived from this
template.
(If required, this can be overwritten when you use the template to create a class).

Minimum Class Size: Enter a minimum class size for classes derived from this template.

Maximum Class Size: Enter a maximum class size for classes derived from this template.
This is also a trigger for waitlists.

Default Location: This is the default location for classes derived from this template.
Goals: These are the default goals for classes derived from this template.
Achievements: These are the default achievements for classed derived from this template.

Step 3. Save and exit the form.
To use a class template see the tutorial Adding a Class using a Class Template.

You have completed the steps required to add a class template in Clubware.
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Waitlists

The following tutorials describe the most common actions associated with Waitlists.

Adding a Member to a Waitlist
This tutorial describes the steps required to add a member to a waitlist.

Step 1. Select Class Management | Waitlist from the navigation panel, as shown below.

{¥ Term Classes
ﬁ Frograms
B Term Classes
[._,‘9 Term Sessions
R Achievements
[ Terms
[H] class Templates
2 Class Timeling
5 Bulk Class Rollover

Step 2. The Waitlist screen displays in the main panel.

(.-) waitlist a Member « EnrolMember L'| Remgve Entry & Refresh !

| |#) |LastName | First Name | Branch | Telephone | DOB

(@ ®  Figntly Josh  Metro Fitness [ 0415824 235 © 12/01/19...
=l Class: Leamto Swim

@& Aty “Josh - Metro Fitness [ 0415824 225 | 12/01/19..,
=) Class: Oly Cctopus

(@ & Figntly  Josh  Metro Fitness (0415824225 - 12/01/19...

[=l Class: Supa Seal

Step 3. Select Waitlist a Member from the toolbar, as shown below.

{.-) waitist a Member 1& Enrol Member H Remove Entry .ﬂ, Refresh

The New Waitlist Entry screen displays.
Step 4. Click the magnifying glass on the right of the Member field to browse for the member you
want to waitlist.
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|"|

[ & New Waitlist Entry | |a|/@] ®
Exit —| Save and Close
Member... Ian Hammand @,
Class or Template preference
|Class... | @’ qh]
|Tem|:||ate... | @’ oq]

L that was created based on the chosen template name.

U Choaosing the Template option will find openings in any dass

Earliest Enrolment: [ -

Notes:

MNew Waitlist Entry

The Choose a Member screen, displays as shown below.

A, Choose a Member -

! 6 Month DD

Member: [[{ /41 10of 1 [BI[pI] <

Step 4. Select the member you want to add to the waitlist and click OK.

The Choose a Member screen will close.
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The New Waitlist Entry screen now displays as shown below.
[ & New Waitlist Entry =] (= =
Exit Save and Close | 81 | i

Member... Tan Hammond a,

Class or Template preference
|Class... | 'E'::" q’*‘]
|Tem|:||ate... | E':)’ @,

- Choosing the Template option will find openings in any dass
L that was created based on the chosen template name,

Earliest Enrolment: [ -

MNotes:

MNew Waitlist Entry

Step 5. Add the member to the waitlist for either a Class or Class Template.
In this example add the member to the waitlist for the class.
Click the radio button to the left of the Class or Template field, as shown below.

;I

Class... (o)
Template... O[ q‘]

|

Step 6. Click the magnifying glass.
The Choose a Class screen displays, as shown below.

@, Choose a Class

— !7 || Name Branch Program Name ~lcan
- | Active (1 Classes)
_=|Program: Learn to Swim (1 Classes)

[ — | “ |Learn to Swim Club Demo HO { Learn to Swim
- | Inactive (26 Classes)
- Program: Adults (3 Classes)
@ @ Aduts3 CibDemoHO  Aduts Le:
@ O Aduts-2 CibDemoHO  Adults Le:
_|® @ Adits ClbDemoHO  Adults Le:
- Program: AustSwim (1 Classes)
'® ® ToddAquadMond... CubDemoHO  AustSwim Ad v
Class: [|[4 "4 1of 27 [p bl < >

Step 7. Select the class you want the member to be waitlisted for and click OK.
The New Waitlist Entry screen now displays as shown below.

282 o Term Classes Clubware Manual



Icﬁ E)_(lt ! b+ save and Close l ’_ﬁ 1 @J! I
| Member... Josh Flighty \ ‘

Class or Template preference
Class... {® Learn to Swim
Template... O

. Choosing the Template option will find openings in any dass
‘U that was created based on the chosen template name.

Earliest Enrolment: !/ -

Notes:

Step 8. Enter the earliest date the member should be enrolled in the class, and any notes as
required.

Step 9. Click Save and Close to exit the screen.
You have completed the steps required to add a member to a waitlist in Clubware.
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Enrolling a Member from a Waitlist

This tutorial describes the steps required to enrol a member from a waitlist.

Step 1. Select Term Classes | Waitlist from the navigation panel, as shown below.

Waitlist

Leam to Swim

| Flighty i Club Demo HO
b porore. At R A M i A A i e et

Step 2. The Waitlist screen will open in the main panel.
Select the member you want to enrol from the screen.
Click Enrol Member from the toolbar, as shown below.

"I Waitlist a Member |5 Enrol Member ﬁ Rﬂn:m:Entri ﬁ Refresh !|

The Enrolment screen displays.

& Enrolment: Flighty, Josh

= O X

[Member.... ] [Fiighty, Josh ]
Account... @,
Acccount Expiry : @
Payment Status:
Enrolment Status

® Enrolled 10/12/2018 v

O Cessation Date /] v

Attendance Notes

== T

Class - | StartDate al

Session: [[IIAN[_ dlof o [BAHI]

Member Enrolment Status
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Click the magnifying glass on the right of the Account field to select the account to add to the
member.

The Choose the Account screen displays as shown below.

@, Choose the Account — O X
. oesapin | =] BN’

Description |StartDate - | BilingReference | Barc
Bl / | 6 Month DD | 4/12/2018
4’ o 12 Month Direct Debit - 28/11/20 'FHQB1195829 AHC
| 12Month Direct Debit 28/11/2018 FHQBO387105  AHC
_! o 10 Pack PT Sessions 1/11/2018 ‘ AHC

' ) 10 Pack PT Sessions 1/05/2018 :
:] 12 Month Direct Debit 28/11/2015 |CDMO8887999  AHC
Account: [ ][4 1of 6 [B Pl < >
| ok || cancel

Select the required account and Click OK.
The Enrolment screen displays as shown below.

i ™y
& Enrolment: Flightly, losh @J E@u

Exit Save
[Member... ] [Fiighty, Josh |
Account... @,

Class... |Awesnme Orca - |

Payment Status:

—Enrolment Status

@ Enrolled 18/02/2016 -
© Cesean ont
Attendance |Motes

Class

Class ~ | Start Date B

session: [[4][4J[___ 0]of o0 [ |[pI]

Last modified by Administrator on 18/02/2016 11:49:53 AM
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Step 3. Click Save and Exit to exit the screen.
The member no longer displays on the Waitlist screen and has been enrolled in your selected class.

You have completed the steps required to enrol a member from a waitlist in Clubware.
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Instructors

The following tutorials describe the most common actions associated with Instructors.

Adding Instructors
This tutorial describes the steps required to add instructors within Clubware.

Step 1. Select Administration | Staff Members from the Navigation Panel.
The Staff Members screen displays in the Main Panel.

“# Administration
J- Account Fees
13 Account Templates
T Activity Templates
% Branches
@ Bulk Payments
qj Categories
_ul Corporates
|3 Data Design
£ Entry Cards
#9 Exercise Templates
[:ﬁ Fitness Program Templates
4, Lookups
5.7 Promotions
a Resources
“1 Security Groups

. Service Jobs

Step 2. Select Add from the toolbar.
The New Staff screen displays as shown below.
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& [Club Demo HOJ New Staff (m] e
.\‘
General Photo Notes Public Notes Branches
Qo Date of Birth: § ik ™
L
Gender: O Female
First: | )
L Commission %: 0
o Start Date: / -
(~Bookings
] Allow booking as a resource End Date: / iz
- -~ Security N
Per Session: $0.00 ”
— ©} Defauit Logn ID:
Per Person: $0.00 O
Password:
- Addresses
Group: QU
Street:
Last Login: ) T
Card Number: Change
Suburb: v Pin Number: %
St . Pos : Transferred from branch: | ]
Access Level: No Access Level [Qj
~Phone Numbers
~Email Home...
Email: L&;“i'i‘

Note: See the tutorial Adding a Staff Member, for more information.

Step 3. Enter required details on the General tab, ensuring you select the Allow booking as a

resource is checked, as shown below.

Public: Rob Smith
:—Elunkings
Allow booking as a resource
Per Session: $0.00 @
—— } Default
Per Person: §0.00 ()

Step 6. Save and exit the form.

You have completed the steps required to add an instructor in Clubware.

[=

E
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Adding Instructors to Classes
This tutorial describes the steps required to add instructors to classes.

Step 1. Select Term Classes | Term Classes from the navigation panel.
The Term Classes screen displays in the main panel.

| | |nNeme | Branch
_.|® ® xmmispashers  ClubDem
=) Program: Emma's baby Swim (7 Classes)

Ll @ [enAfmmoon  CubDemoHO

3 Program: Leam to Swim (3 Classes)

| Seque... ~ | LatestEnrolment | Availabiity

| ~

6/05/2011 | 9 permanent

9 permanent
' 8 permanent

Step 2. Select the class you want to add the instructor to.

Click Edit. The class screen displays as shown below.

® [Club Demo HOJ Class: Learn to Swim - m] X
Class Name: Learn to Swim Defauit Session Fee: $0.00
Pmym | |Leamn To Swim Minimum Class Size: 0’
Class Sequence (i B Maximum Class Size: 0
Term Structure: Term 2019 Ful Year . Paymentby: E ] ¥:
‘A, LatestEnrolment Date: & ! X
Instructors Resources Achievements Goals
| Last Name ~ | First Name Branch | DateEnroled | DOB Telephone
a Aba Jessica Club Demo HO 10/12/2018 3/12/1580 0433403966
& Brown Martha Club Demo HO 10/12/2018
|& Fighty Josh Club Demo HO 10/12/2018 12/01/1988 03 5423 000
& Lluces Andy Club Demo HO 10/12/2018 12/05/1967
Member: (14 ] 4 ojof 4 [p Il < >

Step 3. An instructor must be added to either a session template (before you create sessions) or an

individual session.
Session Template:

If you add an instructor to a session template, the instructor will be added to every session

created from the session template.
You must add the instructor before the sessions are created.
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Click the Session Templates tab
Select the session template to add an instructor to.
Click Edit, as shown below.

© [Club Demo HOJ Class: Learn to Swim - (m] X

Class Name: LeantoSwim Defauit Session Fee: .00

Program... \Lean To Swim } Minimum Class Size: =

Class Sequence: 03 Maximum Class Size: 0

Term Structure: Term 2019 Full Year @, Paymentby: ﬁ

Default Location: Main Pool “,  Latest Enrolment Date: ~I—/—'
Waitlist Session Instructors Resources Achievements Goals

| StartDate ~ |EndDate |

b R 10/12/2018 | 14/02/2019
| Term22019 23/04/2019  28/06/2019
MM Term32019 15/07/2019  20/09/2019
_|M Tem42019 ) 9/10/2019  13/12/2019
Session late: |4 1740 vof 4 [ il

Last modified by Cubware Support on 10/12/2018 12:15:22 PM

The Session Template screen displays.

(™) [Club Demo HOJ Template: Term 12019 - O X

Lg_aE._ [Leam to Swim ]
Description:

Block End: 14/02/2019 b
Session Fee: $0.00

Requirements Sessions Resources Instructors

Minutes Minutes
[ Monday 12:00pM 30 [Jsatrday [12:00aM |0 |
(] Tuesday 12:00 AM @ O Sunday @

BlockStart:  10/12/2018 ¥ Duration: 662 Units:

Dty [0 a0 Jfp
Orey [0 v ]
Oy [z ] )

Click the Instructor tab and click Add, as shown below.
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B [Club Demo HO] Template: Term 12019

Description: ~ Term 12019

Block Start: ~ 10/12/2018 g Duration:
Block End: 14/02/2019 v
Session Fee: $0.00

Requirements Sessions Resources
r :

66 3 Units: |Days ¥

| | Last Name ! First Name

Charge

Instructor: |44 ojof o [BIBT

The Choose an Instructor screen shown below displays.

stff: (T

...... v

@, Choose an Instructor — O X
Sl ] a B
1 Last Name + | First Name l Branch s
% Jones Brett Club Demo HO
& Malthouse Mick Club Demo HO
™1 3 - [ - Club Demo HO
& Roos “Paul Club Demo HO
Z | | Club Demo HO
& smith ‘Honey Club Demo HO
& Smith ‘Rob Club Demo HO

ik Nama LN

oK || Cancel

Select the instructor you want to add and click OK. The instructor displays in the Session Template

screen, as shown below.

|Mernbers | Waitlist | Attendance |Seon Templates | Sessions| Instructors | Resourc

All sessions created from this template will have the instructors listed in the template.
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Session:

You can add instructors to individual sessions.
(Useful if an instructor is away for an individual session and a substitute is needed).
You can also edit instructors for sessions by editing the appropriate session.

Select Term Classes | Term Classes from the navigation panel.
The Classes screen displays in the main panel.

Term Classes

|l\|anE
[=] Active {1 Classes)
[=) Program: Thai Boxing (1 Classes)

(=) Program: Learn to Swim (2 Classes)

~ |® @ TheiBoxingAdults  MetroFitness  Thai Boxing
[=) Inactive (14 Classes)
(=) Program: Adults (3 Classes)
B 0 Adlts3 Metro Fitness Adults Learn to Swim 3
B @ Aduts-2 Metro Fitness Adults Learn to Swim 2
B O Adults Metro Fitness Adults Learn to Swim 1
[=] Program: Babies (6 months - 3 Years) (3 Classes)
B 0 AguaTotz-3 Metro Fitness Babies (6 months - 3 Years) :Learn to Swim 3 30/11/2006
B @ AguaTotz-2 Metro Fitness Babies (6 months - 3 Years) :Learn to Swim 2 30/11/2006
B O AgquaTolz Metro Fitness Babies (6 months - 3 Years) :Learn to Swim 1 30/11/2006
[=) Program: Learn to Box (1 Classes)
_I‘ @ Learn to Box Metro Fitness Learn to Box

@ Learn to Swim Metro Fitness Learn to Swim Learn to Swim a

P ilevell Metro Fitness Learn to Swim Learn to Swim a
5 g Leam s -Scwction 6 e acime.

@  Awesome Orca Metro Fitness Learn to Swim - School Ag... : Learn to Swim 4

% @ SupasSeal Metro Fitness Learn to Swim - School Ag... : Learn to Swim 3

® @ Olly Octopus Metro Fitness Learn to Swim - School Ag... : Learn to Swim prd

® @  Whipa S5napa Metro Fitness Learn to Swim - School Ag... : Learn to Swim 1 31/01/2007
(=) Program: Learn to swim for Toddlers (1 Classes)

Select the class you want to add the instructor to.
Click Edit. The class screen displays as shown below
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% [Club Demo HO] Class: Learn to Swim — O X
Class Name: earn to Swim [7J Default Session Fee: $5.00
Program... |Learn to Swim | Minimum Class Size: 5%
Class Sequence: 03 Maximum Class Size: 107
Term Structure: %, Paymentby: 2} v
Default Location: Small Pool %, LatestEnrolment Date: /! A
Members Waitlist Attendance Session Templates Sessions Instructors Resources Achievements Goals
| |LastName  ~ | FirstName ' Branch DateEnroled | DOB | Telephone

Member: [J{IIH[ dof o [RNBI <] >

Last modified by Clubware Support on 10/12/2018 8:52:57 AM

Click the Sessions tab from the Class screen.

® [Club Demo HO] Class: Learn to Swim - O X

Class Name: Learn to Swim Default Session Fee: £0.00
tP!__og'_gn {Leam To Swim ] Minimum Class Size: 03
Class Sequence: [ ] Maximum Class Size: 0 &
Term Structure: Term 2018 Full Year %, Paymentby: ! ! v
Default Location: Main Pool @ LatestEnrolmentDate: [ / b

Resources Achievements Goals

Members Waitlist Attendance Session Templates Sessions Instructors

Session: [ 41 4] yof 1 [B[pl]
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Select the session you want to add an instructor to and Click Edit.
The session screen displays.

2 [Club Demo HO] Session: Learn to Swim, 10/12/2018 = ] X

Session Date : 10/12/2018, 12:00 PM ¥ Duraton: 60  (Minutes)
Session Fee: $0.00
Program & Class Detail
|Program Name... ' iLearn To Swim \
| Class Name... | [Learn to Swim J
Class Sequence : ]0 |
|Class Location... | Main Pool a $0.00

v

Members & Attendance Resources |1

Instructor: {7147 ojof o PP

Click the Instructors tab

Click Add. The Choose an Instructor screen displays.

©4, Choose an Instructor — O X
tName == || |a EI
I Last Name “ | First Name I Branch &
_|&@ Jones  Brett — - Club Demo HO
& Malthouse ‘ » Mick » ‘ - Club Demo HO |
L Y . W )
& Roos Paul - Club Demo HO
B8 | Bill | Club Demo HO
= & Smith Honey - Club Demo HO
T E S o SN ;.| S (.., ...
B Ctalbac ) : Nanica hoik Nama HN N
staff: |4 4 | gof 14 |p [pl]< >
OK | | Cancel

Select the instructor you want to add, click OK.
The instructor will appear in the Session screen, as shown below.
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o

[Club Demo HO] Sessicon: Learn to Swim, 10/12/2018

|

= O X
8 Bt | b seve | 60| @ [ TakeRol 3 PrintRol
Session Date : 10/12/2018, 12:00 PM v Duration: 60  (Minutes)
Session Fee: A $0.00
~—Program & Class Detail
Program Name 'Learn To Swim
rCléss'Nrame... 7_ 'Learn to Swim
Class Sequence : ‘0
Class Location... Main Pool “ $0.00

g Add [ Edit 4| Delete

Name

Instructor: |4 4| 1of 1 [PIPI]

2 | Bill Smith

You will receive a prompt asking if you would like to add the instructor to all subsequent

sessions for the class.

cl

ubware

for this class?

Yes

Do you wish to add this instructor to all subsequent sessions

Clubware Manual

Click Yes if you would like the instructor to be added to all subsequent sessions.
Click No if you only want to add the instructor to the individual session.

Repeat as necessary. A session can have unlimited number of instructors associated with it.
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Step 4. Save and Exit the Session screen.

You have completed the steps required to add an instructor to a class in Clubware.
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Setting up Classes and Enrolling Members
This tutorial describes how to organise and run a swim school for a term.
Note: There are several ways Clubware can handle swim schools, this tutorial is a guide only.

Before starting this tutorial, ensure you have instructors, categories, achievements and resources set
up within Clubware.

Adding a Class and Enrolling Members

This tutorial describes the steps required to add a class.

Background

Your site is setting up a ‘learn to swim’ class for toddlers for a single term.
Each child will attend several sessions of the class during the term.

When the children have completed the class, they will each be awarded a certificate for their
achievements.

This tutorial describes the steps required to set up and run this program.

Step 1. Set up the program
Select Term Classes | Programs from the navigation panel, as shown below.

ig Term Classes
B Term Classes
"|_a,“-') Term Sessions
B Achievements
E"I Terms
[ Class Templates
g Waitlist
3 Class Timeline
5 Bulk Class Rollover

The Programs screen displays in the main panel.
Click Add from the toolbar.
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A New Program screen displays.

@ [Club Demo HO] New Program - O X

4 E £ N | @ .

Program Name:

Group: v
Description:

~ | Min Size | Max Size | Current |

|| [ eme Seque..

Class: [IRIIRI[__0lof o [B

[Club Demo HO] New Program

Complete the form as shown. (If you don’t have a category called ‘Learn to Swim’, leave the
Category field empty).
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Click Save.

i@ [Club Demo HO] Program: Learn to Swim == X
Program Name: Learn to Swim

Group: Learn to Swim v
Description This is the learn to swim program. This contains all of the dasses that are part

of the learn to swim program.

_ |® @ LearntoSwim
ZJQ:O Level 1

Class: [[4][ 4] |lof 2 [p |[pl]

- %Min Size : Max Size } Current |

Step 2. Add Classes

Click the Classes tab, then click Add.
Complete the information as shown.
Click Save, then select the Session Templates tab as shown below.

|Members | Waiﬂistl.httendancel Session Templates |Seons | I.nstmctorsIR.esources | Achievements | Goalsl

Add Edit Delete

| | Description | StartDate =~ | End Date |

Session Template: [4 4 El[]f o |k

Step 3. Add Session Templates

A Session Template:
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e Defines what times sessions will occur during a week within a pre-determined block of time.
e Provides the system information it requires to create each session for a class for a set period.
Click the Requirements tab, and complete as shown below.

Click Save.
(™ [Club Demo HO] New Template - O P4
Best s |00 0
|Class... | [Learn to Swim
Description: I
Block Start: -10/ 12/2018 - Duration: (2 o= Units: Days v

BlockEnd:  10/12/2018  ~
Session Fee: $0.00

Requirements Sessions Resources Instructors

Minutes Minutes
| Monday [12:00 AM D Saturday 12:00 AM 10
[in] Tuesday [12:00 AM D Sunday 12:00 AM | |0

Jlo
Jlo
[ Wednesday ~ [12:00 aM |0
[ thursday ;12:00 AM | 0

o

O Friday [12:00 AM

Step 4. Add an Instructor

Click the Instructors Tab.
Click the Add button and select an instructor to teach the class.
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The Template screen then displays as shown below.

it [Club Demo HO] Template: Term 12019

et Hsoe 0o

Class... Learn to Swim

Description: Term 12019

-

Block Start:  10/12/2018 v Duration: 66
Block End: 14/02/2019 D
Session Fee: $0.00

Requirements Sessions Resources

[& Add [2 Edit k] Delete

Last Name First Name

Instructor: |4 4 oof 0| p | bl

Step 5. Add a Resource

Click the Resources Tab.
Click Add, and select a resource from the list.
Your screen displays as shown below.

Units: | Days

Charge

v

(™ [Club Demo HO] Template: Term 12019

et b soe 0o N

Class... Learn to Swim

Description:
Block Start:
Block End:

Session Fee:

Term 12019

-

10/12/2018 b Duration: 66 |
14/02/2019 b
$0.00

Requirements Sessions

[§ Add [ Edit j| Delete

Description

Resource: | |4 | 4 10f 1

Step 6. Create Sessions

When a session template is completed, sessions need to be created for a class.

LY

Units: Days

Charge

Big Flutter Board $0.00

v

The resources and instructors added to the template in the previous steps will be added to the new

sessions you create.
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Close the Template screen and return to the Class screen.

The session template you created displays in the list of session templates.

Click the Sessions tab.

Click the Create Sessions button and all the sessions for your class will be created.

The system extracts this information from your template. This will be similar to the example below.

# [Club Demo HOJ Class: Learn to Swim - m] X

4] Exit | LQ b save | :_(’1] 9 H_Suveaqumlaﬁe 8 Graduate & Rollover/Transfer B

Class Name: Learn to Swim [[d Defauit Session Fee: $16.00
Program... Lean to Swim Minimum Class Size: 2.5
Class Sequence: ; Maximum Class Size: i
Term Structure: Term 2019 Ful Year . Paymentby: ! v
Default Location: Small Pool \. LatestEnrolment Date: | X

Members Waitlist Attendance Session Templates Sessions Instructors Resources Achievements Goals

|7 Edt ] Delete - o3 CreateSessions

Day Date Time Durat... A
P | Monday | 40272019 | 4:00 PM 30
12 Monday 11/02/2015 4:00 PM 30
12 Monday 18/02/2019  4:00 PM 30
12 Monday 25/02/2019  4:00 PM 30
12 Monday 4/03/2018  4:00 PM 30
1 Monday 11/03/2019 - 4:00 PM 30
2 Monday 18/03/2019 < 4:00 PM 30 v
Session: 4| 4 1of 10 p [Pl

Step 7. Add an Achievement

If you want to print a certificate or note students’ achievements, an achievement can be added for the
class.

Click the Achievements tab, then click Add. The screen below displays.
Note: Refer to the Adding Achievements tutorial if no achievements are set up.

4, Choose an Achievement = O X
3 tane =] CIEYREL
Name Description Branch
R Blue Belt Club Demo HO
Club Demo HO
R Leam to Swim - Stage 2 Club Demo HO
R Learn to Swim - Stage 3 Club Demo HO
R Learn to Swim - Stage 4 Club Demo HO
R Learn to Swim Proficency Club Demo HO
Achievement: [[4 | 4 20f 6 ) [Pl
OK Cancel

Select the achievement you want to associate with this class and click OK.
(If no achievements are set up, go to the Adding Achievements tutorial).

The achievement will appear in the list of achievements for the class.
To edit the achievement, select it in the list and click Edit.
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The screen below displays.

R [Club Demo HO] Achievement: Learn to Swim - Sta... - X
43 Ext | [3 b save | D) | @ [d) Preview !
Achievement Name :

Expiry Date : il | v
[ certificate Awarded
Certificate... QB
Description : Stage 1 certificate

Last modified by Administrator on 21/11/2006 3:25:49 PM ‘

The Certificate Awarded will print when a class is graduated (see Step 10).
Step 8. Enrol Members

When you have created your basic class structure and the sessions associated with your class, you
can enrol members into your class.

Click the Members tab on the Class screen.
Click Add, the Choose a Member screen will display.

Enter the last name of the member you want to add to the class and click the small green arrow on
the right of the search text box.
The search results display on the screen, as shown below.

rc‘% Choose a Member @J Elﬂlﬂ‘
O common == | B > sennow (3 Add dijt!
Last Name First Mame Membership Branch Joined Dz =
A Chase Chevy Swim Classes - 1 Term Metro Fitness HO 9f0_
A dude test 3 month DD Metro Fitness HO 13/0
.ﬂ England Vincent Swim Classes - 1 Term Metro Fitness HO 28(1|=
J Fimith Andy Swim Classes - 1 Term Metro Fitness HO 2811
.5 Flightly Josh & Month Direct Debit Metro Fitness HO 271
A Glen Robert Swim Classes - 1 Term Metro Fitness HO 21
A Hammond Ian 12 Month Direct Debit Metro Fitness HO 281
 Hoole Lisa 12 Month Direct Debit Metro Fitness HO 30/0
& Hutchinson Jessica 12 Month Direct Debit Metro Fitness HO
.5 Johns Amy 12 Month Direct Debit Metro Fitness HO 310
A Johnson Sandra 12 Month Direct Debit Metro Fitness HO
[ P £ Mmmih reo s b A Bl Ui b
Member: 4 vof 33 el « [ om | b
\ .
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Select the member you require and click OK. The screen below displays.

f & Enrolment: Lucas, Andy LﬁJ E‘E‘gw
Hew [ Hsve [0

Member... 1 |Lucas, Andy
Account... @,
Swim for Toddlers
Payment Status:
—Enrolment Status
@ Enrolled 18/02/2016 -
() Cessation Date
Attendance |Notes
Class
Class Start Date [
Session: | 4 | 4 oof ok |k
Member Enrolment Status
L »y

Choose an account for the member for this class.
(If the account template is not set up, see the tutorial Adding an Account Template for more
information).

Click Save, The member will appear in the class, and an account to pay for the class will also be set
up.

Step 9. Taking the Roll | Attendance

When a class is set up, the class instructor will need to take the roll for the first session when it
occurs.

This task can be completed from several different areas of the system.

For this exercise, complete this from the Program screen.
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Open the program you created. Click the Sessions tab, as shown below.

i@ [Club Demo HO] Program: Learn to Swim — = X

Program Name: Learn to Swim

Group: Learn to Swim g

This is the learn to swim program. This contains all of the dasses that are part

Desaription: of the learn to swim program.

Classes Members Resources Instructors Achievements

»

~

= Class: Learn to Swim (11 Sessions)

~|® Monday 10/12/2018 12:00PM 30

P Monday  4/02/2019 400PM 30

9 Monday 11/02/2019 400PM 30

19 Monday ~ 18/02/2019 400PM 30

|09 Monday 25/02/2019  4:00PM 30

__[gtff Monday 4/03/2019 400PM 30 o
Session: [[4] ]| |of 41 [ [bl]

Select the session you want to take the roll for.
Click Edit.
The Session form will open and display the session you selected.

E@ [Metro Fitness HO] Session: Swim for Toeddlers, 22/02/2016

Click Take Roll from the toolbar on the top of the form. The screen below displays.

) Roll Call - Learn to Swim = O X
| |Lasthame - | FirstName B overpue - [electai ]
__|& Brown Martha & o.00
|& Fighty Josh & o0.00 -
ja Lucas Andy &p 0.00 iwftfl
| & Neil Lucas 3 600.00 | Absent
_ Phoned |
Clar |
ook |
Member: [[]IMH[__yof 5 [BM] . Cancel
Last modified by Clubware Support on 10/12/2018 12:32:21PM

You can mark a student as Present, Absent, or Phoned, or you can clear a student’s record.
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The example above shows both members as Present (green tick).
Click OK. The Roll Call screen will close.
Save and exit the Session screen.

If you have returned to the Program screen, select the Class tab.

Select your class and click Edit.

The Class screen will display.

Click the Attendance tab.

A graphical representation of students’ attendance history displays, as shown below.

® [Club Demo HO] Class: Learn to Swim — O X

4 Ext | [3 H sove | 9] @ b SaveasTerpiate 3 Gracuate @ Rolover/mransfer i

Class Name: Learn to Swim [[4 Default Session Fee: $16.00
Program... Learn to Swim Minimum Class Size: 2%
Class Sequence: 1% Maximum Class Size: A
Term Structure: Term 2018 Full Year % Paymentby: !/ s
Default Location: Small Pool % Latest Enrolment Date: /! b

Members Waitlist

Session Templates Sessions Instructors Resources Achievements Goals

Last Name First Name Dec Feb Mar Apr
* i oy N E N
& Brown Martha &
& Flighty Josh V]
& Neil Lucas P
& Alba Jessica V]
Member: | {4 | 4 10f 5[ p | pl

Step 10. Graduating a Class

At the end of a class, you can graduate students who have completed the class.

You can print certificates (Achievements) and graduate a student to a new class if required.
Open the class you want to graduate members from.
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Click the Graduate button on the Class screen. The screen below displays.

: Graduate

— O X
Last Name First Name Select All
b8 oo e ey
& Brown Martha
& Flighty Josh
& Neil Lucas
& Aba Jessica
Member: | (4 | 4 10f 5 p | pl
~Graduate To
Instructor (Any Instructor) -
Class Name: l(ﬁnlsh Program) ¥ | Graduate
1) No information available for this Class.
O Display Inactive Classes
Close

Select the members you want to graduate. Print certificates as required.

If you are graduating students to a new class, select the Class Name in the Graduate To panel. (In
this example, we are graduating to a Stage 2 class).

Click Graduate to complete the action.

Note: The student has been removed from your current class and enrolled in the class chosen to
graduate to.

You have completed the steps required to set up a class and enrol members in Clubware.
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Bulk Class Rollover

An option is available to roll over an entire term of classes within a year, or from one year to the next.

How to enable this feature:

Select Administration | Security Groups from the Navigation Panel as shown below.

[ add [ Edit ;jnelete!

& Classes

lad Reports

£# Retail Management

L% Term Classes

[~ Correspondence
74 Administration

@' Account Fees

5§ Account Templates
2k Activity Templates
™ Branches

[a Bulk Payments

] Categories

ml Corporates

Data Design

£ Entry Cards

i Exercse Templates
ik Fitness Program Templates
4, Lookups

T,:? Promotions

a Resources

"_‘] Security Groups

Default User Security Settings

{7  Reception Users

Use this security groups for all

The Security Groups display on the screen, as shown above.
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Select Administrator.
The Security Group: Administrator screen displays.

{7 [Metro Fitness HO] Security Group: Administrator

Exit Save
Group Mame : Administrator
Description : Default Administrator Security Settings
AdminLevel : | Administrator
General |Reports
a Edit
Policy Name -

iﬂ Retail Management - Product Groups
iﬂ Retail Management - Products

iﬂ Retail Management - Stocktake

iﬂ Retail Management - Suppliers

{3 5taff Rosters

Term Classes

1]
m UnmatchedMembers
Policy: s40f & [ ) |[bl]

Last modified by Administrator on &/01/2016 3:16:50 PM

Double click Term Classes.
The Security Group Policy: Term Classes screen displays as shown below.

' B
4 Security Group Policy: Term Classes (for Administrator) u

j Exit Save
Name h
Waitlist_Remove_Entry

WaitlList_Enrol_Member_From

WaitList_Add_Member

View

Last modified by Administrator on 5/02/2016 §:55:54 AM

Tick the BulkClassRollover box.

Close and Restart Clubware.
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The Administrator Group will now be able to view Bulk Class Rollover on the Term Classes
dashboard (under the Administration tab).

Select Term Classes | Administration | Bulk Class Rollover from the navigational panel as shown
below.

Navigation Term Classes
o 5| prowams NN cosses N seo- N
‘b Mew Program Q Mew Class @ Segsions
iad Members ﬁ TETEE @
3 Cotender — s Tempotes |
& Retail Management || Acievements NN tems NN 5 vew Ciss Tempiate
& Classes B . New Achievement ["® New Term ﬁ Class Templates
R Achievements () Terms Resowrces I
{@l Programs .
@ T Clanees waitist (M timeine M B vew Resource
£ Term Sessions | Waitlist 2 (Class Timeline |? Resources
R sanesnars P
(13 Terms %2 Buk Class Rollover
[ Class Templates
o Waitlist
2 Class Timeline
&5 Bulk Class Rollover
lafi Reports
1 farracnnndanca

The Bulk Class Rollover form allows for the rolling over of a term’s worth of classes within a year or
from one year to the next by copying the term’s classes and producing sessions which correspond:

Exit Add Edit

Save | Rolover | RollBadk

Rollover

moint: | Rolover Point - 28/04/2014 1:58:37 PM

A From Year: 2014

Branch:  [Meto Fitness

< Tovea: it

{Terms | Classes | Class Details

Rollover As Rollover By
{@ Provisional () Final ] [@ Term () Term Structure

From: ‘ Term

| Term No. | Start Date ‘ End Date ‘ |

= | Term Structure: 2014 School Terms [These are the terms that fall within 2014 school year]

| 08/04/2014 | 17/06/2014
2 . 17j07/2014  25/0%/2014 [ |

i3 25/10f2014  03f01/2015 [

Tem: 4 [Hof 3 [pp]

To: | Term

Term MNo. Start Date End Date |

| Term 1

= Term Structure: 2014 School Terms [These are the terms that fall within 2014 school year]

8/04/2014 | 17/06/2014 |
17/07/2014 = 25/09/2014 ]

| Term 3

3 25/10/2014 . 3jo1/2015 []

Term: [14] < [T 0f 3 (¥ b}

It provides the ability to create a year’s worth of classes and the associated sessions by copying a
Term Structure and matching it with a new term structure from the subsequent year to modify the
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session templates and produce appropriate sessions:

x
4 Exit | [ Add [ ave | Rollover | RollBack
Rollover As Rollover B
s"”“‘_’ﬂ Rollover Point - 28/04/2014 1:58:37 PM @ FromYear: 2014 g
gint: )
® Provisional () Final @ Term () Term Structure
Branch: |Metro Fitness -] Tovea: 4
iTerms || Classes | Class Details
From: | Term | Term o |Startpate Endpate &
= | Term Structure: 2014 School Terms [These are the terms that fal within 2014 school year]
& Term 1 ] | 08/D4/2014 | 17/06/2014 | [ |
17/07/2014  25/09/2014 [
25/10/2014  03/01/2015 [ ]
v
Term: 4L dof 3D
To: | Term Term No. Start Date EndDate | ~
= Term Structure: 2014 School Terms [These are the terms that fal within 2014 school year]
[} Term 1 1 8/04/2014 | 17/06/2014 |
Term 2 2 17072014 25/09/2014 [¥]
| Term 3 3 25/10/2014 3012015 [ |
v
Term: [[{] 4 [ yof 3 [p [0

It provides the option to roll over members who are enrolled in the classes if desired by clicking the

“person” icon checkbox.
If the checkbox to rollover members is selected then the Rollover has to be final i.e. it cannot be rolled

back.

Roll Rollover As Rollover B
IOVEr o llover Point - 28/04/2014 1:58:37 PM A FromYear: 2014 v
Paint: o
® provisional ) Final ® Term () Term Structure
Branch: | Metro Fitness | Tovea: 2014

agd
| Instructor |seq. [min. [max [stat  |end ~[mon |0 [Tues | (wed | Thus ) | |sat ©® |sm |ew @488

Category: Learn to Swim

/14 | 10/06/14 | 12:00PM {60 | | 12:00PM | 60 12:00PM |60 |

Class: [[4] 4 [ 10of 1 [

To:

(Y|
Instructor ~seq. M. |Max st End  [Mon [0 [Tues [ wed  [w) Thus | m) |Fd [ [st  |® [sn o0 @88
| [¥] Category: Learn to Swim

d Program: Learn to swim for Toddlers
- [¥] Based on Class: Learn to Swim - Stage 1
Based on Session Template: Stage 1
IFRE 10 | 17j07/14 9/14 | 12:00PM {60 | | 12:00 PM | 60 12:00PM |60 |

Class: [[4] 4 [ 1of 1[p [0
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It provides the ability to generate a hold account which will span the time period from the end of the
term in question to the start of the newly generated term by clicking the “yellow padlock” checkbox.

Rollover As Rollover B!
s"”“‘,’e’ Rollover Paint - 28/04/2014 1:58:37 PM @ FromYear: 2014 Y
aint:
®) provisional ) Final ® Term () Term Structure
Branch: | Vetro Fitmess <] Tovea: ‘014

oo
| Instructor |seq. [Mn. [Max [start |End - mon (o) s @ (wea | |mus omri @ [st (@ sn [eo @88
- |[¥] category: Learn to Swim
Program: Learn to swim for Toddlers
Class: Learn to Swim - Stage 1
Session Template: Stage 1
1 s | 22/04/14 | 10/05/14 | 12:00PM 60 | 1 12:00 PM | 60 12:00PM (60 |

Class: 4 dof 1]p

To:

ogd
| mnstructor ~|seq [Mn. [max. [start  |end  [Mon ) [Tues [ (wed  [ow) Thus oM [Fii [ |sat @ s oo @88
-] category: Learn to Swim
.~ |[¥] Program: Learn to swim for Toddlers
- |[#] Based on Class: Learn to Swim - Stage 1
Based on Session Template: Stage 1
i1 5 10 117/07/14 | 25/09/14 | 12:00PM |60 | 112:00 PM | 60 12:00PM {60 |

Class: 4 dof 1]p

It provides the ability to rollover the classes provisionally when they can be examined in the Calendar
or in the Classes/Sessions screens before they are finalized. The classes/sessions are displayed as
red in the calendar if they are provisional.

It provides the ability to be selective as to the classes which are rolled over, using the appropriate
checkboxes in either the Classes or Class Details tabs
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It provides the ability to change the day and/or time and duration and Sequence number of the new
classes as part of the rollover by editing the “To” screen” on the Class Details tab.

Rollover As. Rollover Br
E‘::t‘_'e' Rollover Point - 28/04/2014 1:58:37 PM A From Year: 2014 ] o
g () Provisional  ‘® Final ®) Term () Term Structure
Branch: | Metro Fitness <] Totea: 14

Class Details

From:

[mjm|
| Instructor | Seq. ‘ Min. | Max. ‘ Start | End =~ ‘ Mon | ™) |Tues ‘ m | Wed | W) |Thur5 | (Th) ‘ Fri | @) | Sat ‘ (s) | Sun | (5u) | \&| &
- |[¥] category: Learn to Swim

j Program: Learn to swim for Toddlers
- - |[¥] Class: Learn to Swim - Stage 1
Session Template: Stage 1
ERE 22/04/14 | 10/06/14 | 12:00PM |60 | | 12:00PM {60 | 12:00PM {60 |

Class: [[4] 4 |:1|0f 1B

To:

[mjm|
| Instructor ~|seq. |Min, |Max, (Start |End Mo (0 [Tues M (wed ) Tus ) A @ s @ |sm ew M85
~|[¥] category: Learn to Swim
j Program: Learn to swim for Toddlers
j Based on Class: Learn to Swim - Stage 1
H Based on Session Template: Stage 1

L] 1 i jp7a 25094 12:00PM 60 12:00PM 60 12:00PM 60

Class: [[4] 4 | 1of 1 p

The instructors and resources of the class are rolled over.
The instructors can be changed in the “To” screen of the Class Details tab. The renaming needs to be
accurate i.e. first name, space, last name.
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Rollover Point - 28/04/2014 1:58:37 PM Q

From Year: 2014

Branch: [Metra Fitness

Terms | Classes | Class Details

< Tovear:

2014

Rollover As Rollover By
[:‘  Provisional  ®) Final [@ Term

() Term Structure

From:

‘Instrucmr ‘SEQ. ‘Mm. ‘Ma)( |stzrt

Er

(o) Tues (@ [wed o) Thus

| ah) | | @ [sat

o4d
(® s e M85

- |[¥] Category: Learn to Swim

_—[#] Program: Learn to swim for Todders

- |[¥] Class: Learn to Swim - Stage 1

Session Template: Stage 1

Class: [[4] 4 [ fof 1 p

1 22/04/14 | 10/06/14 | 12:00PM | 60

12:00PM | 60

{12:00PM 60 |

To:

| Instructor

- seq. |Min. [Max. st  [End

[0 [Tues  (m wed || Thus

law [ri @ [sat

BN
© sn e |E]8[5

- |[¥] category: Learn to Swim

= |[¥] Program: Learn to swim for Toddlers

Based on Class: Learn to Swim - Stage 1

17/07/14  25/03/14  12:00PM 80

12:00PM 60

112:00PM 60

Class: 4 dof 1 p ]

Requirements:

Classes must have a term structure assigned and session templates derived from term structures.

The dates of the term structure of the period to be rolled over must encompass the current date.

You have completed the steps required to use the bulk class rollover in Clubware.
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Reports

Overview

Clubware has a comprehensive suite of pre-designed reports for the most common tasks.
Design, save and re-use your own reports for any aspect of your business.

New reports can be designed from a data design (a structure that holds information you define).
Filters for reports can be stored and reused.

You can schedule reports to be emailed or saved to a file on a periodic basis.
All reports can be exported to several different formats, including MS Excel, MS Word and PDF.

Fle View Go Tools Synchronisation Help

__’=',ﬁ E Ej| 25 Print [3 Print Preview @ @ | i@ How to...

i My Reports
J Front Desk
“9 E& Add Report
Lol
& Members Wil Reports List

% ca r E Scheduled Reports
z# Retail Management

& Classes
[-] Correspondence
s Administration

Add Report

The report designer allows control over the entire design process. Users can design their own reports
and use standard reports as templates. Reports can be saved and reused.

Reports List

The reports list displays the available reports to choose from complete with a description.

Scheduled Reports

Clubware has the ability to have reports automatically created and scheduled to send to a file or email
address. From here users can view the progress and edit the distribution timing and method.
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How To

Reports

The following tutorials describe the most common actions associated with Reports.

Adding a Report

This tutorial describes the steps required to add a report within Clubware. This process is wizard
driven to ensure the process is streamlined and straight forward.

Step 1. Select Reports | Reports List from the navigation panel, as shown below.

\ad Reports

lad Scheduled

—~

Click Add

The screen below displays.

' ™y
%% New Report Wizard =SS

Welcome to the Clubware Add
New Report Wizard

This wizard will lead you through the steps to create a new
report in Clubware.

To continue, dick Mext.

<gack || mext> || cancel |[ Hep |
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Step 2. Click Next and enter the details as shown in the example below.

r ~
» New Report Wizard lwl l =RACN X

Report Details —
Erter the details for the new report -::)
=)
Report Name: Member Report
Description: Simple Member Report
Report Group: Member -

Create a new report from:

") Data Design

< Back ][ Mext = ][ Cancel ][ Help

Main Points:
Report Name: Choose a hame for your report.
Description: Enter details on what the report is for.

Report Group: Choose the group the report will belong to. The report will be displayed in this
group on the main report screen.

Create a new report from — Existing Report: You can create a new report based on an
existing report layout and data design.

Create a new report from — Data Design: You can create a report based on an existing
data design. See the tutorial Adding / Editing a Data Design for more information.

Step 3. For this tutorial, select Existing Report and click Next.
The screen below displays.

»' New Report Wizard l@] l':' E] |

Select an existing report b
Select an exsiting report to base your new report on. .

Report Mame Description A
Instructor Class Summary Lists Instructors dasses, times

Instructor Day Sheet Lists the dasses and students

Member List - Email Addresses Member List to Export Email Ac| _
i Member Listing i

Member Listing - All Accounts Provides a listing of Member In

Member Listing - All Accounts By A...  Provides a listing of Member In

Member Listing - biling ref Member Listing, indudes all reh

Member Listing by Instructar Member Listing, includes all reh

Member Salesperson and Instructo... - Member Listing, indudes all rel

Member Statistics Graph Member Statistics Graph, show

Members Barcodes Prints barcodes for selected mi il
Bdm b e VA mitlimdm A Fme = Tl Limd ek e isimiblimbmd Fme

< Back ][ Mext = ] [ Cancel ] [ Help
. y.
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Step 4. Select the required existing report. In this example Member Listing.

Click Next. The screen below displays.

EYRESE)

©
%* New Report Wizard

e

Congratulations! You have completed the steps to create a new report.

Report Mame: Member Report

Report Description: Simple Member Report

Report Group Member

Report based on: Existing Report - Member Listing

Show the report designer on completion

Finish

[ <ssdk | J [ cance

J |

Hep |

Step 5. Check your entries are correct, click Finish.

The report designer will display as shown below.

il [Club Demo HO] New Report - (=] X
=] ReportHeaderl
=@ = PageHeader1 !
Wl CheckBox | i =
i lub Demo Head Office ; | &5 GroupFooter]
RichTextBox 5 | | pagerooters
00 shape : mber Email and Photo Check | § Sl syt
B picure - | |Fitter=No Photo OR No &mai 3 T e
/ Une 1 | =T I -
= pagesreak j E fasi 2+ | &=
il Bavcnde MemberStatus  Has Email? v Appearance Al
) i N ‘ ShowParametel True
e | k] (none)
L8 Chart = = GroupHeaderl . o Syl
Y Reportinfo ranch_Name | | wuumarld’rn!
‘I“ CrossSectiontine = Detailt WatermarkSizel Cip
titMember_FulNamel DxtMembler_Sausl | baMemberH N e
{3 CrossSectionBox EETEEEE ol fntdintmbis s ST SUSSS Wit e ) i = o4 S MaxPages 0
=/ | &l GroupFooterl Pri th P
: Branch Totak BCount BECount bpe Scriptianguage VB.NET %
= =] PageFooterl (Pr — —
5 ! Property dislog...
- Page {PageNumbet} of {PageCount}. Arinted on {RunDateTime} | 5
5 2 v
=« 5
FOaE & wwe——e
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Step 6. Modify the report layout as required.
(See the tutorial Modifying a Report Layout for further information).

You can preview the design of the report and change the data design details.
Click the tabs under the main toolbar in the Report screen, as shown below.

Preview | Report Design | Data Design
SR

Step 7. Save and Exit the Report screen when you are satisfied with the design.
The new report will display in the Reports List screen.

You have completed the steps required to add a new report in Clubware.
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Running a Report

This tutorial describes the steps required to run a report within Clubware.

Step 1. Select Reports | Reports List from the navigation panel, as shown below.

lad Reports

¥ Reports List

lad Scheduled

Step 2. The Reports List screen displays in the main panel.
Select the report you want to run.

Double Click the Report, or

click Run Report from the toolbar, as shown below.

[:g Add [2 Design i Delete Ht% Run Report | 5% Favourite k\ View Report Layout i>; ImportReport (% Schedule B

Step 3. The screen below displays.

This will determine the filter you require to run the report chosen.

Select an option as shown below.
About Filter Criteria:

%% Report Filter

Choose Criteria Set: ‘Custom

Field: Comparison:
Branch_Name equal to
and ( > )

Preview Data | [ Open the Activity Wizard after report has run

iv Save As...
Compare to:
() current branch v

This filter refers to the status Field in the Member Table. It will return all members who have a

Membership status of Active.

320 e Reports

Clubware Manual



%% Report Filter X

Choose Criteria Set: Custom v Save As...
Field: Comparison: Compare to:

Branch_Name equal to ¥ | G| current branch v

and ( (| Member_Status v |e v ) D
= = ’

not equal to

less than

greater than
less than or equal
greater than or equal

is blank
is not blank v
Preview Data | [] Open the Activity Wizard after report has run Cancel

A description of the above Comparison options is set out below.

Equal To: Matches exactly the value you selected.

Not Equal To: Anything that does not match the value you selected.

Less than: Values prior to the selected character(s) or date.

Greater than: Values after the selected character(s) or date.

Less than or equal: Values prior to and including the selected character(s) or date.
Greater than or equal: Values after and including the selected character(s) or date.
Is Blank: The selected field is empty.

Is not blank: The selected field is populated.

Is one of: Allows you to select multiple values.

Is not one of: Allows you to exclude multiple values.

Begins with: First character(s) for the selected field.

Ends with: Last character(s) for the selected field

Contains: Contains specific characters or words within that field.

Does not contain: Excludes specific characters or words within that field.
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“% Report Filter @

Choose Criteria Set: [Female Members "J [ Save As... J
Field: Comparison: Compare to:
Branch_Name [equal to '] @9) {mrrent branch "]
and ( ([Member__Gender v][Equalto '] B F v)
[and '] ([Member__IsDeleted '][Equalbo '] 3) [False "b
[and '] ([Member_Stams vHEqual to V] 5 Active ) )
x| 8

["] open the Activity Wizard after report has run [ OK ] [ Cancel J

Main Points:

Choose Criteria Set: This is a list of all the filters available for the Data Design used for the
report.
Select a value or select Custom if you want to add a new filter for this report.

Custom: If you need to create a new filter you can use Custom as the starting point for the
filter.

Save As: You can modify an existing filter, and then save the results as a new filter.

Preview Data: This will display the data in a preview window for the filter that you have
selected.

Open Activity Wizard: If the report is based on a member data design, you can run the
Activity Wizard to create an activity for each member in the report after the report has run.
See the tutorial Running the Activity Wizard for more information.
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Step 4. Select a filter, and then click OK. The screen below displays.

i [Club Dema HOJ Report: Member Listing X
(| | 3% | B 100%
~

Club Demo Head Office

Member Listing

Filter: Custom

Filter SQL: WHERE (([Member_AllinformationCurrentAccount][Member_Gender]= F)AND ([Member_AlInformationCurentAccountj[Member EDdeted] = 0) AND

([Member_Allinf: entAccount).] Ratus] = Acve)

Member DOB Address Phone Statuss  Account Instalment L

Club Demo HO

Jemima Casudl Active nth Dire $20.00

Joanne Franks Active 12 Month Direct Debk $15.00 8

Tayla Shere 6 SunshineLane, Jersey Shore, NSW 2069 0438922562 Active 12 Month Direct Debit $15.00 27/

Nicol 22/08/1978 1Bellview &, Robinson, NSW 2045 039858 4412  Active Month Di $15.00 16)

Rachael Woal 25/03/1975 131 Holland Rd, BLACKBURN SOUTH, VIC 0421568411 Active  12Menth Direct Debik $142.00

3130
Total forClub Demo HO Count = 5
Total Count = 5
v

< >
Last modified by Cubware Support on 10/12/2018 2:57:47 PM ||

Click the Filter Report button in the main toolbar of the Report screen to change the filter for the
report, as shown below.

(The Report Filter screen displays, as discussed in Step 3 above).

Step 5. When the report displays correctly, you can either print the report or export the report to a
different format.

Print: Select the Print icon from the Preview tab on the Report screen, as shown below.

Preview | |

G &% & R 100w |

Export: Select the format you want using the Export dropdown menu on the Report screen, as
shown below.
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4% Export !

Export to PDF

Export to Excel

Export to Excel File - Raw Data
Export to CSV

Export to RTF

Export to Tiff

Export to HTML

vl & T[] (@) [&] [k] =

Export to Text

Export Report Definition

el &l

Export Report Definition Without Filters

The Windows Save As dialog box will display when the Export to option is chosen. Save the report
to the name and location you require.

Step 6. Click Save and exit the Report screen.

You have completed the steps required to run a report in Clubware.
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Running the Activity Wizard

This tutorial describes the steps required to run the Activity Wizard after running a report within

Clubware.

Step 1. Run the report you require.

(See the previous tutorial, Running a Report if you are unsure how to complete this task).

When the Report Filter dialog box displays, click the
Open the Activity Wizard after report has run checkbox as shown below.

“% Report Filter

Choose Criteria Set: IFemaIe Members
Field:
Branch_Name
and ( (' Member_Gender
and ¥ (' Member_IsDeleted
and ¥ { Member_Status
and ¥

Comparison:
equal to

¥ equal to
v equal to

v equal to

v
Compare to:
¥ | @D current branch
| 5 F
v | ) |False
v | 0 Active

Save As...

v
vi)
v))

Cancel

Open the Activity Wizard after report has run

Step 2. Click OK, the screen below displays.

Clubware

0 Do you want to run the Activity Wizard for this report?

Yes No
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Step 3. Click Yes, the Activity Wizard screen displays as shown below.
' & Activity Wizard = 0 X

Welcome to the Activity Wizard

This wizard will allow you to add an activity for each of the
Report Items you have created

To continue, dick Next.

Next > Cancel Help

Step 4. Click Next. The screen below displays.

& Activity Wizard = O X

What type of activity?
Enter the activity details

Assigned To:  Bill Smith Q
Date Due: 10/12/2018, 3:16 PM v Duration (Minutes): [+ e
Reason: - Result: Y
Completed [
Notes: Phone cal regarding womans facilities upgrade|
<<| | < 1 of1 > | 5> Delete Insert
< Back Next > Cancel Help

Step 5. Complete the screen as described below.

e Use the magnify glass in the Assigned To: field to select a Staff member to assign to the
activities to.

e Enter required time in minutes in the Duration field.
e Select a reason from the drop down menu.

e Select a Result from the drop down menu.

e Tick the Completed box.

e Add any Notes in this field if required.

e Click Next the screen below displays.
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& Activity Wizard = m| X

Processing
The Activity Wizard is now creating your activities. This may take a moment

Processing Complete Activity 5of 5
7

Next > _ Help

Step 6. Click Next when processing is complete. The screen below displays.

&} Activity Wizard = O X

Congratulations!
You have completed the Activity Wizard!

< Back Finish Cancel Help

Step 7. Click Finish. The Activity Wizard will close.

You have completed the steps required to run the Activity Wizard in Clubware.
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Modifying a Report Layout
This tutorial describes the steps required to modify a report layout.
Step 1. Select Reports | Reports List from the navigation panel, as shown below.

T
jad Scheduled

Step 2. The Reports List displays in the main panel.
Select the report you want to modify, and then click Design from the toolbar as shown below.

BIU A ESSESE =SS
Section Reports TSN GELELYE GAT) B B W (URGh I3 avn ik R x s :@E
A e ~+ -] Reportrieader1
Label %
E PageHeader 1
TextBox - GroupHeaderl
[ Detaill
v |
1] CheckBox | @5 GroupFooter]
RichTestBox | @3 PageFooter1
[ shape 5 | @[ ReportFooter1
Pict - : 2] Frelds
Sl 1 SQL: WHERE(({Member AfInfor “urrentAccount],{Member- Gender]=FJAND (M - Settings
/ Line 5 tember. AllInf Accolint] [Member Ratus] = Actve) \
= PageBreak = { | | [ i ) ’ ]
filll Barcod = onai 0% AN ! L """ |v Appearance ~
: Barcada = | |El PageHeader1 ShowParameter True
(13 subReport ﬂ =] GroupHeadert Watermark ] (none)
L4 Chart z ranchName | [ \ Watermarkalior Center
e — WatermarkPrint
ortInfo = i
i Rep =| | & petailt WatermarkSize! Cip
++ CrossSectiontine - | [FullName ‘ DOB tdfullAddress1 | | baMember Defa |, pepoiion
Faad iy s AR RY DA SR RRE AL ¥ Vi Whak g e YR D AR RS YRR AR AR U Rk WA e
£} CrossSectionBox ~ =| || E] GroupFooterl MaxPages 0
- otal for Total for| | | | PrintWidth 10.776
—1 S | 464 deaspAURELRAbULADY ;
=; =] PageFooterl o ia:olmage c# v
Page {PageNumbet} of (hqe(onmt}ﬂ'm:ed on [F‘m[ate“‘m'é) i Property dislog...
;f ] ReportFooterl N
5= - - - =
FORE & wwe—i—=

Maximising this screen (click the centre button in the top right of the window) will make it easier to
view the elements of your report and use the design tools.

The components under the Report Design tab are outlined below.
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Design Canvas

0T (G s PRa s o s FEA G e as Foa s o s s s Joen an
~

[=] ReportHeaderl

Club Demo Head Office
Member Listing

Filter: Female Members

Fifter SQL WHERE({{Member_Af{informationCurrentdccount].fMember_Gender]="FJAND{{M:
({Member_AlllnformationCurrentAccount] [Membear Fatus] = Adive))

I v 8 o= 0 0 0 | o

Member DOB Address Phon

[=] PageHeaderl
[=] GroupHeaderi
BranchName

= [=] Detaill
2 FullName DOB baFullAddress1 txtMember_Defa

On the Design Canvas, you can
e see all the elements included in the report, and
e Click and drag to rearrange the order of these elements.

You can also see the formatting of these elements, such as font, italics, bold, etc. The canvas is
divided into bands.

The main band for report information is the Detaill band, as shown above.

The fields within this band reflect the main data content of the report. These fields can display data
from the database.

To add fields, select them from the Report Explorer and drag them onto the design canvas.

If you wish to group data in the Detaill band, such as sales grouped by date, see Step 4 of this
tutorial.

To view and modify the contents of a band, click the + symbol to the left of the band.

To hide the contents of a band, click the — symbol to the left of the band.
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Design Components

section Reparts

Al Label
TextBox

CheckBox
RichTextBox
O Shape
Picture

A Line

Barcode
8 SubRepart

[0l Chart
FeportInfo
| CrossSectionlinge

[} CrossSectionBo

Design components are tools you can put onto the design canvas to construct the report.
To use one of these, click on the component you require and drag it onto the design canvas.

The most commonly used components are Label, Line and Textbox. These make up almost 90% of
most reports.

To add or edit the content of a design component such as a text box or picture, click on the item in
the design canvas.

Then open the Data section of the Component Properties panel (see below) and type text into the

Text field or browse for a picture using the FLEN[ET] system.Dravi.| putton in the Image
field.

Use the Component Properties panel to modify the design properties.

This is explained in the Components Properties section set out following the Report Explorer
section.

Report Explorer
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port

m
o
i

‘=i ReportHeader1
.. PageHeader1
(- GroupHeader1
- Detaill
- GroupFooterl
- PageFooterl
- ReportFooter1

2= Fiel

Bound
.= Branch_Name
.= Member_FullName
.= Member_Firsthame
.= Member_| asthame
.= Member_MiddleName

ﬁa

The Report Explorer allows you to select elements on the design canvas and access fields that are
bound to your report. A bound field is any field included in the data design for your report.

(For more on data designs, see the tutorial Adding / Editing a Data Design)

Add a field to the design canvas by dragging the field from the Fields section of the Report Explorer
into the design canvas.

The Reports section of the Report Explorer gives a compact overview of the elements that are
included in your report.

If you highlight an item in the Report Explorer, it will be selected in the design canvas. This also
enables you to see its properties in the Component Properties panel (see below).
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Component Properties

4 Appearance
Alignment  Left
BackColor [ | Transparent
Characters) 0
ClassMame Mormal
» Font Tahoma, 8pt
ForeColor [ Black
LineSpacing O
OutputForm
Style font-family: Taho
Textlustify Auto
VerticalAligr Top
VerticalTex1 False
WrapMode WordWrap
4 Behavior
CanGrow  True
CanShrink  False
Multiline  True
RightTolLeft False
ShrinkToFit False
Visible True
4 Data
CountMullvz False
Culture {default, inherit)
DataField Address_FullAdd:
HyperLink
Tag
Text txtFulladdressi
4 Design
(Mame) bctFullAddress1
4 Layout
> Location 4813, 0 cm
> Padding 0,0,0,0
> Size 6.75, 0.5 cm
4 Summary
DistinctFielc
SummaryFu Sum
SummaryGr

The Component Properties panel allows you to view and edit the properties of individual
components on the design canvas.

Under the Appearance section, you can modify settings such as font, alignment, and colour.

Under the Data section, you can view or modify the connections between a design element and data
fields. For example, you can select which Data Field a text box will be linked to.

Under Layout, you can set the location and/or size of the object.
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Step 4. If you wish to group the contents of the Detaill band when you run your report:-

Right-click in the design canvas and choose Insert, Group Header/Footer.
A Group Header band will be inserted.

Drag the field you want to use for grouping information from the Report Explorer. For example, you
could group sales in an audit trail by date, drag the Sale Date field into the Group Header band.

The Group Footer can be used to show summary information (totals).

Drag the data field you wish to have totalled into the Group Footer band from the Report Explorer.
Open the Summary section In the Component Properties panel.

Choose a Summary Group, which is the field for which you want subtotals to be calculated.

For example, if you ran an audit trail report with sales grouped by date (Group Header 1), you would
be able to add a subtotal of the day’s sales in the Group Footer.

To do this, drag the Amount field in to the Group Footer band, then choose Group Header 1 (date) in
the Summary Group option of the Component Properties panel.

Step 5 Click Preview tab to view your changes.

Step 6. When you are satisfied with the changes, save and exit the report. If you have modified a
standard report, you will need to save the standard report as a new report. Please see the next
tutorial, Saving a Standard Report as a New Report.

You have completed the steps required to modify a report in Clubware.
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Saving a Standard Report as a New Report

If you modify a standard report, you will not be able overwrite the original version. You must save the
modified version as a new report.

This tutorial describes the steps required to save a standard report as a new report within Clubware.
Step 1. Select Reports | Reports List in the navigation panel, as shown below.

la4 Reports
¥ Reports List
L Scheduled

The Reports List screen will display in the main panel of Clubware. Standard reports can be identified
by a tick in the Standard Report column of the Reports List screen.

Step 2. Select the report you want to modify, and then click Design from the toolbar as shown below.

|4 Add [ Design k' Delete | % RunReport L View RepartLayout | { -5 ImportReport Y Schedule !

Step 3. The screen below displays.

i Ext | K svess bl sove | 0| @ (B Propertes |[S5 ModfyReport | 3 DataDesion f Fiter | 55 Favourte [Showvperiis | 4 Exort [§

Preview ' Eport Desion
Q Sk 100% - |k
Section Reports W TG A R PREae ' 3 : VeR . s &
y 5 4] ReportHeader1
A Label =
&1l - =] ReportHeaderl e[ E zwweatll
2] TextBox #-= GroupHeader
e IClub Demo Head Office %5 Detail
e 3 #-3 GroupFooter1
== RichTextBox - | |Member Listing T :|: PageFooter1
3 - =1 ReportFooter1
E Shape Filter: Female Members @ Frelds
Pi e @
i picture U |SrerSon s SRS Mermbar Aindn st o CurrentAcrount) Member Genpari= FAND (M 59 Settings
/ Lline ({Member_AllinformationCurrentAccount J[Member Satus] = Adve) = &1’ -
(] Be 2
™ PageBreak IMember DOB Address Phon N A 0E A
i P |
= Barcode B [ PageHeader1 ShowParametel True
L8 SubReport = 5] GroupHeaderl Watermark | (none)
Uit Chart . [BranchName WatermarkAligr Center
m N
| CrossSectionLine FuliName D08 baFullAddressi bcMember:péa v Behavior
£} crosssectionsox = I 5] GroupFooter1 MaxPages 0
Totalfor Totalfor PrintWidth 10.776
- =] PageFooterl Saptianguage C= v
ge {PageNumb f ] Property diaslog. ..
= E] ReportFooten =
= v App e

>

-

j"“@",ﬁ = 100% =~

Note: The Save button on the main toolbar is disabled, the Save As button is not. This means you
can edit a standard report, such as Member Listing, but it has to be saved as a new report.

(This feature prevents standard reports from being overwritten).

Step 4. Modify the report layout as required. (See the previous tutorial, Modifying a Report Layout for

more information).
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Step 5. Click Save As on the report toolbar. The screen below displays.

k=l Save Report As... X

Report Name:

Description: Member Listing, indudes all relvent information

Report Group: Member v

[J Enable Scripting for this Report

Branch: Club Demo HO v
Version Number: 1.0.0
Cancel
Main Points:

Report Name: Select a name that is different from the standard report.
Description: Add a description to identify the modified report.

Report Group: This is the group the new report will belong to. See the tutorial Adding a
Report for more about Report Groups.

Enable Scripting: If this box is checked, the Scripting tab will become available at the
bottom of the Design Canvas. Clubware supports C# Script within active reports. Script can
be used to extend report functionality. A discussion on the Script Engine is outside of the
scope of this manual.

Step 6. Click OK to save the new report and close the Save As screen when your entries are
complete

You will be returned to the Report Design tab for your new report.

Step 7. Save and exit the Report screen.

You have completed the steps required to save a standard report as a new report in Clubware.
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Editing an Existing Scheduled Report

This tutorial describes the steps required to edit an existing scheduled report.

Step 1. Select Reports | Scheduled Reports from the navigation panel, as shown below.

E Reports

L% Reports List

W Scheduled

Step 2. Select your required Scheduled Report, The screen below displays.

Schedule
Schedule Settings
Name: Mémber Lisﬁhg
Start on: 17/12/2018 ¥ 4:01PM
Schedule task: Weekly S Now

Range of recurrence

End after: 2 2| Oceurrences, or [] run indefinitely
End on: 31/12/9997 (11:50 PM
Cancel < Back

Advanced...

Next >

Step 3. Amend your settings as required.
Click Next.
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The Distribution Details screen displays, as shown below.

Distribution Details

Distribution Medium | Emai v

Email
(® Email Addresses: |support@clubware,oom.au
(O Email each staff member in the following security groups:

|4 Add L] Delete
| Security Group « | BranchName D

£ >

Tokens for "cument branch" and “my branches" will be resolved for each recipient staff member

Subject: |DD Members |
File Name: |DD Members pdf |
File Type:  Adobe Acrobat (*pdf) v/

e
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Click Next.

The Schedule Confirmation screen displays.

Details

Job Name:

Filter:

ltem to schedule:

First Occumrence:

Last Occumence:

Schedule Confirmation

Member Listing

IMember Listing

IDD Members

17/12/2018 4:01:00 PM

|31/12/9997 11:59:00 PM

|
|
|
|
|

[] Do not send i report is empty

<Back | [ Fnsh |

Click Finish.

You have completed the steps required to edit an

existing Scheduled Report in Clubware.
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Use Report Hyperlinks
This tutorial describes the steps required to use Report Hyperlinks within Clubware.
Step 1. Select Reports | Reports List from the navigation panel, as shown below.

lad Reports |
E Scheduled

Step 2. Run your report. For more information, see the tutorial Running a Report.

To activate the pre-set hyperlinks, select Show Hyperlinks from the toolbar as shown below.

i (Club Demo HOJ Report: Member Listing

Preiaw
h |5 26 & & 100%

Club Demo Head Office

Member Listing
Filter: Custom
Filter SQL: WHERE (([Member_AllinformationCurrentAccount].[Member_Gender] = F)AND ([Member_Allinf¢ i tiMeamber_EDelatad] = 0) AND
([Member_AllInfc i tAccount] [Member Satus] = Adive))
Member DOB Address Phone Status  Account Instalment L
Club Demo HO.
Jemima Casual Active 12 Month Direct Debit $20.00
Joanne Franks Active 12 Month Direct Debit $1500 9

ayla Shore 6 SunshineLane, Jersay Shore, NSW 2059 0438922562 Active 12 Month Direct Debit $1500 27
Nicole Swift 22/08/1978 1Bellview St,Robinson, NSW 2045 03 9858 4412  Active 12 Month Direct Debit $15.00 16/
Rachael Wool 25/03/1975 131 Holland Rd, BLACKBURN SOUTH, VIC 0421568411  Active 12 Month Direct Debit $149.00

3130

Totalfor Club Demo HO Count = 5
Total Count = 5

< >

Last modified by Clubware Support on 10/12/2018 2:57:47 PM |

From this report you should be able to select a hyperlink and open the corresponding record. In this
case we can open member records and corresponding accounts.

Note: If a field you require is not hyperlinked then the report may not be a standard Clubware report.
Please contact Clubware Support for further assistance.

You have completed the steps required to use report hyperlinks in Clubware.
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Scheduling a Report
This tutorial describes the steps required to create a new scheduled report within Clubware.

Step 1. Select Reports | Reports List from the navigation panel, as shown below.

lad Reports

¥ Reports List

lad Scheduled

For this tutorial Cheque Summary was selected.
Click the Schedule button above the Navigation panel.

The Filter screen displays.
Select your requirements using the drop down menus as shown below.
Note: Custom is the default choice.

Filter X
Choose a different Criteria Set: :Cheques tendered today Siow Save As...
Field: Comparison: Compare to:
Branch_Name equal to v (D | cument branch v
and ( (| Cheque_DateOnly v || Equalto v | @ | Today vi) )
and ¥ v
Cancel Bac Next >

Step 2. Click Next.
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The Schedule Screen displays, as shown below.

Schedule - X

Schedule Settings

Name: Chegque Summary

Start on: 11/12/2018 ¥ 8:15 PM

Schedule task: Now Advanced...

Range of recurrence

End after: 2 7| Oceurrences, or [] run indefinitely

End on: 31/12/9997 11:59 PM

Cancel < Back Next >

Main Points
Name: You can leave as default or change to a new name.
Start on: Date and time the Schedule will begin.
Schedule Task: The frequency with which you wish to Schedule your Report.

Now: If you select a Schedule task of ‘Once’ the Now box will become enabled and you can
tick the box to have the scheduled report created as soon as the schedule is saved.

Advanced: This button will become available on various schedule options to allow you more
flexibility with the Schedule.

Range of Recurrence: Set this if you want to run the report a specific number of times.
Note: Setting the Advanced Schedule may override the actual number of occurrences.

Run Indefinitely: Tick this if you want the Schedule to be on-going.

End Date: Set this if you want the Schedule to end on a certain date.

Step 3. Click Next.
The Distribution Details screen displays.

Select your preferred Distribution Medium option from the drop-down menu.

Distribution Medium | Email
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Option 1 If you select Email enter the details as shown below.

Step 1. Email Address: Enter one or multiple email address(es), separate with a semi colon (;).

Or

Security Group: Send to all staff in a security group. Clubware will only send information to staff for
the branches they are assigned if the option in the below drop down is set to ‘Run report for each staff
member’.

To distribute a single report to all, select ‘Run a single Report”
Their staff profile must have an email address to use this option.

The drop down below gives an option to run the report for each staff member or produce and
distribute one report.

Distribution Details
Distribution Medium | Email v

Email
O Email Addresses:

support @clubware.com.au

[3 Add g Delete

Security Group BranchName D

Administrator Club Demo HO D
< >
Run report for each staff member v

Tokens for "cument branch" and "my branches” will be resolved for each recipient staff member

Subject: |Daily Cheque Summary |

File Name: }Daily Cheque Summary pdf ‘

File Type: Adobe Acrobat (" pdf) v
Cancel < Back Next >

Subject: Type the Email subject.
File Name: Type the name of the file.

File Type: Select an output type.
Step 2. Click Next.
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The Schedule Confirmation screen displays.

Schedule Confirmation - X
Details
ltem to schedule: Im
Job Name: ICheque Summary

First Occumence:  [11/12/2018 8:15:00 PM

|
|
Filter: ICheques tendered today I
|
|

Last Occumrence: ]31/12/9997 11:55:00 PM

[] Do not send if report is empty

This page contains a checkbox to not send the report if there is no information contained in the report.

Click Finish.

Option 2. If you select File enter the details as shown below.

Distribution Details
Distribution Medium | File <

File
Name |

[] Append datetime stamp to Scheduled Job file name

Cancel . <Back | [ Next>

Step 1. Name: Click on the Ellipsis button C] and browse to the location where you want to save
the file.
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a5 Output file X
€« v 4 #* > Quickaccess v O Search Quick access ye)
Organize s ¥ (7]
F folders (12 .
v
S r st requent folders (12)
I Desktop o* Desktop
= This PC
|=] Documents *
& Downloads
&= Pi @ ~ Documents
o= e 42 This PC
B videos * A
W onNkincs- 2 Y v
File name: v
Save as type: | Adobe Acrobat (*.pdf) v
A Hide Folders Save Cancel
Step 2. File Name: Type in a file name.
Select the type of file you want to save from the Drop down list.
Click Save. The Distribution Details screen re-displays.
Distribution Details
Distribution Medium | File v
File
Name I::\Users\Puinc\Documerﬂs\StayinFront\Cheque Summary pdf I
[] Append datetime stamp to Scheduled Job file name
Cancel < Back 7 Next >

Step 3. Tick the “Append datetime stamp to Scheduled Job file name” if you want a unique file
created each time the scheduled runs. Otherwise the file will overwrite each time the schedule runs.

Click Next.
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The Schedule Confirmation screen displays.

Details

Job Name:

Filter:

ltem to schedule:

First Occumence:

Last Occumrence:

Schedule Confirmation

ICheque Summary

ICheque Summary

ICheques tendered today

[11/12/2018 8:15:00 PM

]31/12/9997 11:59:00 PM

|

Finish

This page contains a checkbox to not send the report if there is no information contained in the report.

Click Finish.

You have completed the steps required to schedule areport in Clubware.
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Correspondence

Overview

With the Clubware suite of correspondence tools, it is easy to stay in touch with your members, either
individually or en masse.

The Correspondence designer allows you to write and format letters, and the Correspondence merge

wizard easily adds personal details for the group of customers you select, without using any other
software.

Clubware can create and publish correspondence to multiple formats including PDF as well as print
and email. A fully featured designer allows rich content to be included in your correspondence with

members.
Correspondence
Correspondence
E Reports
[3. Mew Correspondence
‘ (DHEDDIIIIEIICE | D Caorrespondence List
D Correspondence List [[] scheduled Correspondence

[5] Scheduled

New Correspondence

All correspondence used in Clubware (letters, email etc.) can be designed from within Clubware. The
correspondence designer allows users to create and modify correspondence in one central location.

The designer has similar functionality to MS Word™. It allows the addition of images, tables, your
club logo and details. The Correspondence Assistant enables you to include member database fields
in your documents.

Correspondence Merge Wizard

The correspondence wizard allows users to merge and publish correspondence. The wizard steps a
user through the process of selecting correspondence to merge, filtering the data required for the
merge and selecting a publishing medium.

Scheduled Correspondence

Scheduling is the ability to process merged correspondence/documents to be run at specific times.
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How To

Correspondence

The following tutorials describe the most common actions associated with Correspondence.

Adding New Correspondence
This tutorial describes the steps required to add a new correspondence document within Clubware.
Step 1. Select Correspondence | Correspondence List from the navigation panel, as shown below,

(] Correspondence

B Correspondence List

E Scheduled

Step 2. The Correspondence List screen displays in the main panel of Clubware.
Select Add from the toolbar.

Or
Select Correspondence | New Correspondence.

The Choose a Document Type screen displays.

- A
(-4 Choose a Document Type @J Eﬂlﬂ

Default

Label

Certificate

SMS - [TXT) Text Message

MMS - (PXT) Multi-Media
Message

e 5

Use this item to create Letters or Email |
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The Correspondence Designer screen displays as shown below.

Correspondence Designer

| | Clubware Comespondence Actions [~
¥ - - = J Rows 2 |- ‘j >4| . Field
& | () Tedt Color + B U J Columns 3 I—I Link
Paste Page Columns Format  Insert Image Template | Navigate
- Setup - 1 Create Table - Symbol - M
Clipboard Font Paragraph Tables Insert
% Document Properties
E * | Name:
: Subject
_ Notes: -
o
Data Design: [Member Information v]

Available Fields

Account_AccountType 3
Account_Balance

Account_Barcode

Account_BilingRef

Account_ConcessionsBalance

H Account_ConcessionsTotal -
& Account_Description
S Account_EndDate
Account_Instalment
L |Account_IsRenewal
Account_Notes
Account_Overdue |
Account_PaidAmount

Account_PaymentFrequency

Account_PaymentMethod
Account_SalesPersonFirstname
Account_SalesPersonLastname
Account_SalesPersonMame

Account_StartDate

Account_StopAtGate

Account_StopNotes

Account_Term

Account_TermType

Account_TotalAmount

Address_Address1

Address_Address2

Address_City

Address_Country

Address_FullAddress

Address_FullAddressMultiLine

Address_Postcode 52

= 11 |1 i NUM 0% — ———— +

Step 3 Complete the Document Properties on the right hand side of the screen.

Document Properties ® X

Mame: Welcome Letter

Subject: Welcome to Metro Fitness

Mates: This is our standard welcome letter -

Data Design: Member Information -
Main Points:

Name: This is the name of the correspondence.
Subject: This subject can be used as the correspondence subject for emails.

Notes: Internal Notes for staff relating to the correspondence can be written here.
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Data Design: This is the data source which determines where your correspondence will draw
data from. The default is Member Information. You can add additional data sources as

required.

Note: Member Information and Member Information — All Accounts are the most commonly

used data sources.

Use Member Information — All Accounts when you want to send one email/letter/sms per account
based on the filter criteria selected.
Therefore, one member would receive two emails/letters/sms if two accounts fit the criteria.

For example, If you send an email to accounts expiring next month using this data source
(Account_Enddate = next month), each member will receive an email for every account that is

expiring next month.

Use Member Information when you want to send one email/letter per member based on the filter

criteria selected.

Step 4. You can now enter the required fields into your document using the following methods.

Using the Available Fields section:

Place the cursor in the required position on the Correspondence Designer page.

Double Click on the Field choice. Your selection will appear on the screen as shown below.

[Mem ber_FullMame]

[Address Fullhddress]

Using the Default fields:

Place the cursor where you want the field placed.

Right click anywhere on the Correspondence Designer page.
The fields below display.

Insert

a

Edit
Cut
Copy
Paste

Club

*

Member
Current User
Current Date

Irnage

Mame
Phone

Logo

Fax

Email
Website
Address
G5T Mumber

Click your required field. The field will then display on the Correspondence Designer page.
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Step 5. You can also enter fields from the Ribbon at the top of the screen.

Rows 2 [ Setup Table ~ ,4' \ﬁ‘ _|—_=_|| @; Q H -.-’j' HE'I.D I;% 'IF'I:::I':s v %

Columns 3 =

Format  Insert Image  Field Link  Symbol Save Load Print  Preview Zoom
[ Create Table - Template Template E Toggle Explorer Bar -
Tables Insert Template Mavigate

e Place the cursor where you want the field placed.

e Select Field in the Insert section.
The Insert Text Field screen displays.

Insert Text Field =

Account_AccountGroup -
B
Account_Balance
Account_Barcode
Account_BilingRef
Account_ConcessionsBalance
Account_Concessions Total
Accourt_Description
Accourt_EndDate
Account_Instalment
Account_lsRenewal
Account_Motes
Account_Overdue
Account_PaidAmount
Account_Payment Frequency
Account_Payment Method 57

m

Cose || Inser

e Double click on the required field.
Your choice will insert where required.

Or,

e Select the required field and click Insert.
Your choice will insert where required.

Dear [(Member_FullMame],
Thanks for joining Metro Fitness.
Yours Sincerly,

Mary Smith
Manager

Repeat the process to add as many fields as required.
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Step 6. Add an Image

Field
I—l Link.
Image
Sumbal
Inzert

Click the Image button in the Toolbar Insert section, or right click in the document and select Insert->

Image

| Insert 3 Cluk »
Edit 4 Member 3
Cut Current User
Copy Current Date
Paste Image

The screen below displays.

&+ Open @
@-uvl + Computer + Windows (C) » Users b Public » ~ [ %2 | [ Search Pub 2]
Organize » MNew folder =~ O @

¢ Favorites I Name Date modified Type Size
*
Bl Desktop CyberLink 22/05/2015 3:53 AM  File folder
& Downloads Favorites 14/07/200912:35 ... File folder
) Recent Places HP 11/06/2015 8:35 AM  File folder
Libraries 14/07/2009 2:54 PM  File folder
= Libraries Public Desktop 8/02/2016 2:01 PM File felder
3 Documents = Public Documents 14/12/2015 %:09 AM  File folder
rJ‘\ Music Public Downloads 14/07/2009 2:54 PM  File folder
[/ Pictures Public Music 14/07/2009 2:54 PM  File folder
E Videos Public Pictures 14/07/2009 2:54 PM  File folder
Public Videos 14/07/2009 2:54 PM  File folder
M Computer Roaming 22/05/201511:05 ...  Filefolder
&, Windows [C3)
ca HP_RECOVERY ([
s HP_TOOLS (E:)
3% clubware (\\dsnz
59 clubware Mdsau ™
File name: - ;".gif;”. bmp;™.

Locate your image, and insert it in the File name field, then Click Open.

Your image will display on your document.

There is a recommended size limit of 300 kb. You will receive a prompt advising you to reduce the

size if it is larger than 300 kb.
Step 7. Adding a Table

To create a table, over-type the number of columns and rows required in the Rows and Columns
fields on the Tables Tool bar section.
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Rows 2 [F] Setup Table - irI—EI

Coas =
Format  Insert

[ Create Table -

Tables

Click Create Table.
The table will display in your document.
You can also use the Setup Table option to create a table.

Click the Setup Table option as shown below.
Select the required number of rows and columns.

Rows 2 m‘ '_I iI—EI |ﬂ _i:l
Columns 4 Grows X 7 columns Field
[ Create Table

Tg I

,
=

Apply

Click Apply. The table will display in your document.
Step 8. Click Save when you have completed designing the document.

Note: The Save button is next to the Clubware icon in the top left of the Designer Screen.

ol

m Clubware (

Or, click File and the Save button is there as well.

Clubware Comespondence Actions
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This is also how you can undelete correspondence and Exit. (To turn on your deleted records, select
Administration | Branches | Select Current Branch | Settings | General | Show deleted records)

The new document now displays on the Correspondence List, as shown below.

Correspondence List

Add [ Edit k] Delete |m Merge [ Schedule %% Properties !
—

| | Description | Branch
[=] CorrespondenceType: Address Labels
|D : Address Label { Metro Fitness
[=) CorrespondenceType: Certificate
[  Boxing Cert 1 Metro Fitness
[=] | Swim School Achievement Metro Fitness
[=) CorrespondenceType: Document
’ d D d 0 oo 1|
[=] : Welcome Letter Metro Fitness
[=] : Special Document Metra Fitness
_D Welcome Letter Metro Fitness
[ Boxing Fit test Metro Fitness
[=] CorrespondenceType: SMS Message
[Z] | testsms Metro Fitness
» D Welcome sms Metro Fitness

You have completed the steps required to add new correspondence in Clubware.
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Helpful features
You can use Page Setup to change the page orientation.

&l

Page
Setup

Page Setup

Paper

Size:

Orientation
(@ Portrait

(O Landscape

Margins (millimeters)

Left 254 Right: |25.4
Top 254 Bottom: [25.4

Click the Toggle Explorer Bar or Press ‘X’ to hide the Tools section on the right side of the screen.

Fields Address_Fullddd - %
Tables -

,E Toggle Explorer Bar

Mavinate

-

Zoom

Click Toggle Explorer Bar again to re-display Tools.

Click the ‘Text Colour’ button to change the text colour and select from the colour palette. You can
click ‘more colours’ for further colour options.

[ Text Colour = | B

=

I

Avtarmatic

OIEEEN
OOEEN

OO0EEN
OEEEN
OENEEN
EECOEN
EEEEN
OONEN

bare Calars...
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Click the “Link’ button to add a Hyperlink, as shown below.

e T2 @ 2

mage Feld | Link | Symbol

Insert

The Insert Hyperlink screen displays.

Insert Hyperlink = X

Display Text ||
URL |

Enter the required details and press OK.

Use the Navigate Toolbar to quickly locate fields or tables by using the drop down menus. The
Fields menu is shown below.

Fields =

Tabdes |Member_Fulame_0
Membsr_MiddleName_1
i) T0%¢ Nember_PhoneDefault_2
Address State 3 |
|| Member_PhoneMobile_4

LY
|

Also within the Navigate Toolbar are the Zoom feature and
Toggle Explorer Bar.

Fields ~ %

Tables >

E Togale Explorer Bar -
Navigate |

Click the Zoom button to change the view size.
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Use the Template function in Clubware

This tutorial describes the steps required to create and apply templates within Clubware.

Step 1. Select Correspondence | Correspondence List from the navigation panel as shown below.

‘|_' | Correspondence

B Correspondence List

E. Scheduled

Step 2. The Correspondence List displays in the main panel of Clubware

Select your required document from the list.

Click Edit.

The selected document displays as shown below.

H

Correspondence Designer

f o |y s 7| |

| rum |

100% =

—_— +

Clubware Carrespondence | Actions a
=0 | |Aial -[10 = Rows 2 - = Field Load Template | Fields -
B B ==
& | [} Tt Colowr ~ B U I Columns 3 = Link Print Tables =
Paste Page Columns Fomat Inset | Image Save Zoom
- =h - 7 Create Table = Symbal | Template Preview [F] Teagle Explorer Bar =
Cipboard Font Paragraph Tables Insert Template Navigate
[x] I [T T | ML i O LT LI 1 LR 17008, Document Properties & x
N L L
~ | Name Welcome Letter
R Subject: Welcome Letier
< Notes: This welcome lstter should be »
B sent to all new members.
i1 .
: Dear [[Member_FirstName],
i Data Design. Member infomation..............!
=% Thanks for joining Metro Fitness
=/ | Available Field: ¥ X
H Yours Sincerley, 3 —— o
o Account_AccountGroup =
Account_AccountType r
: Mary Smith Account_Balance
= Manager Account_Barcode

Account_BilingRef
Account_ConcessionsBalance
Account_ConcessionsTotal
Account_Description
Account_EndDate
Account_Instalment
Account_TsRenenal
Account_Notes
Account_Overdue
Account_PaidAmount
Account_PaymentFrequency
Account_PaymentMethod
Account_SalesPersonFirstame
Account_SalesPersonLastname
Account_SalesPersonhame
Account_StartDate
Account_StopAtGate
Account_Stophotes
Account_Term
Account_TermType
Account_TotalAmount
Address_Address1
Address_Address2
Address_City
Address_Country
Address_FullAddress
Address_FullAddressMultiline
Address_Postcode
Address_State
Address_Suburb
Branch_Name
Member_Alias1

m
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Step 3. Click the Save Template button.

H O & R

Save Load Port  Preview
Template = Template
Template

The Save As screen displays.

< saes ==
@Qvl:'ﬁ » Computer » v I 45 | | Search Computer o |
Organize v EE « (7]
IS
¢ Favorites 4 Hard Disk Drives (3) =
Local Disk (C:)
4 Libraries w -— e —
17.6 GB free of 79.8 GB =
1% Computer Datal (E:)
oy ee— 000000 |
&7 655 GB free of 9756 GE ‘
¢ﬂ Network i
Data2 (F:)
oy -
S 63.0 GB free of 723 GB
4 Devices with Removable Storage (2)
H Flopov Disk Drive (A:) =
File name: ' Special Dod| i
Save as type: | Word 2007(*.docx) v]
4 Hide Folders [ Save ] [ Cancel ]

Type a new name in the File name field and click Save.
You then need to add a New Correspondence document. Click the ‘Load Template’ button and
browse to the file to load the template. Then you can edit further if required.

H | o & ]

Sawve Load Primt  Preview
Template = Template
Template

You have completed the steps required to add correspondence from a template in Clubware.
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Creating Labels

This tutorial describes the steps required to create labels.

Step 1. Select Correspondence | New Correspondence from the navigation panel, as shown

below.

Correspondence

lad Reports | [ MNew Caorrespondence

& Correspondence [l Correspondence List

[=] Correspondence List D Scheduled Correspondence

E Scheduled

Step 2. The Choose a Document Type screen displays.

Select Label.
Enter a document name as shown below, click OK.

' '
[~ Choose a Document Type EJ E‘Elg

Default

D Document

& =

R Certificate

E SMS - (TXT) Text Message

Q MMS - (FXT) Multi-Media
Message

Lze this tem to create Address Labels |
[ ok || cancel |
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The Correspondence Designer screen displays as shown below.

-
& |
WNFE | Clubware Commespondence Actions
= < [Aia -|10 -

B % | [ TedCoowr ~ B U I
Paste

Clipboard

Page Columns

Setup

Paragraph

Comrespondence Designer

Field

Tem

| I Load Template
Print

ge Save
Symbel | Template Preview
psot__|

Navigats

e ||

B B

LI

100 5t [

(70,00 T o HET

R

|1

| num |

100% =

—— +

L | account IsRenewal

- | Document Properties

* | Name:

Subject:

Notes -

Data Design: | Member Information -

Avallable Fields
Account_ AccountGrou
Account_AccountType M
Account_Balance
Account_Barcode
Account_BilingRef
Account_ConcessionsBalance
Account_ConcessionsTotal
Account_Description
Account_EndDate
Account_Instalment

.

>

n

Account_Motes
Account_Overdue
Account_PaidAmount
Account_Paymentrrequency
Account_Paymenthethod
Account_SalesPersorFirstname
Account_salesPersorLasmame
Account_SalesPersoniiame
Account_StartDate
Account_StopAtGate
Account_StopNotes
Account_Term
Account_TermType
Account_TotalAmount
Address_Address1
Address_Address2
Address_City
Address_Country
Address_FullAddress
Address_FulladdressMultiLine
Address_Postcode 2

Step 3. Complete the required Document Properties.

Note: Member Information is the default.

Place the cursor in the Label Master space in the top left corner, as shown above.
Double click on each of the required fields to add to the label master.

Note: The Label Master space is your working space.
Fields and information inserted here will reflect in the labels designer window on the right of the Label

Master space.

Step 4. Select your paper requirements from the sections below the Label Master.

Note: Click the Update button if you change the paper size measurements. (Shown above at the

bottom right of the Label Master Panel).

Note: If you reset the paper size before you add any fields, you won’t lose any of your entries.

You have completed the steps required to create address labels in Clubware.
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Creating Certificates
This tutorial describes the steps required to create certificates.

Step 1. Select Correspondence | New Correspondence from the navigation panel, as shown
below.

Correspondence
laf Reports

| E.; Mew Correspondence

& Correspondence

[] Correspondence List

D Correspondence List |7 scheduled Correspondence

[E] Scheduled

Step 2. The Choose a Document Type screen displays.
Select Certificate, click OK.

' ™y
[~ Choose a Document Type [EJ E@g

Default
Document

[ Label
r

n

E 5MS - (TXT) Text Message
MMS - (PXT) Multi-Media
Message

as )

Use this item to create Certficates |

[ ok || Cancel |
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The Correspondence Designer screen displays.

v

| Clubware Comespondence Actions

| Correspondence Designer EJ |ﬂlﬁ

&

J s - v = J |:| Rows 2 =~ E iJl Field
&% | [F) TetColour + B U 1 = Columns 3 u Link
Paste Page Columns Format  Insert Image Template = Mavigate
- T Setup - (7] Create Table - Symbol b h
Clipboard Fort Paragraph Tables Insert
: # ol Document Froperties
| Name:
Subject:
Motes:

Data Design: [Member Information

)

m

Account_AccountType
Account_Balance
Account_Barcode
Account_BilingRef
Account_ConcessionsBalance
Account_ConcessionsTotal
Account_Description
Account_EndDate
Account_Instalment

| |Account_IsRenewal
Account_Motes
Account_Overdue
Account_PaidAmount
Account_PaymentFrequency
Account_PaymentMethod
Account_SalesPersonFirstname
Account_SalesPersonLastname
Account_SalesPersonName
Account_StartDate
Account_StopAtGate
Account_StopMotes
Account_Term
Account_TermType
Account_TotalAmount
Address_Address1
Address_address2
Address_City
Address_Country
Address_FullAddress
Address_FullAddressMultiLine
Address_Postcode

Available Figlds
Account AccountGroup

m

111 1 |1 1 UM 00% - ——+— +

Type in your required detalils.
Double click on each of the required fields to add to the Certificate document.
Click Save.

You have completed the steps required to create certificates in Clubware.
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Creating SMS Messages
This tutorial describes the steps required to create SMS Messages.

You must have an account with a Clubware approved SMS provider and the account settings entered
in Administration | Branches | Select Current Branch | Settings | SMS Settings.

Step 1. Select Correspondence | New Correspondence from the navigation panel, as shown

below.
Correspondence
lad Reports | [@ New Correspondence
D Correspandence List
[£] Correspondence List || Scheduled Correspondence

E Scheduled

Step 2. The Choose a Document Type screen displays.
Select SMS — (TXT) Text Message, click OK.

- B
(-] Choose a Document Type I.EJ @M

Default

Document

Label

Certificate

S - Text Message

MMS - (FXT) Multi-Media
Message

em 3B 1)

|se this item to create Text Messages (TXT) ‘

[ ok || cancel |
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The Correspondence Designer screen displays.

& | Canmpardsnce Do ger o= E] B

EEAR ] I FeRC S WEAR W B8R —Aa
iZE N Fkd Uk Srbol | Sew el Pt Prosee

T
= B T
o WG ) TedChs v B U [ TEN] | | e

Clotasd Funt
eene B Bone el e BB B 1,

Enter your message in the page.
Double click on each of the required fields to add to the SMS Message.

Note 1. The character count will increase as you add content. You will also be advised of the number
of messages that will be sent.

Note 2. If you insert Database Fields, the character count only increases by the length of the inserted
characters, therefore the actual message length may vary when it is merged.

Click Save.

You have completed the steps required to create an SMS message in Clubware.
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Sending one off Ad hoc SMS Messages

This tutorial describes the steps required to send a one off ad hoc SMS message to a member.

You must have an account with a Clubware approved SMS provider and the account settings entered
in Administration | Branches | Select Current Branch | Settings | SMS Settings.

Note: The logged on user must have access to send correspondence within Clubware and the
member must have a mobile number loaded.

Step 1. Locate and open the screen for the member you want to send an ad hoc SMS message to.
(See the tutorial Finding a Member .

Click the Send SMS button on the member screen, as shown below. It is next to the Mobile phone
number

~— Phone Mumbers
Home... 04 542 6300

Mabile. .. L) 041 5324 225 Send SM5

Emergency...

[ Do not call [ Do nat SMs

Step 2. Add an ad hoc SMS message

Click into the window and type a message.
Click Send TXT

Send SMS to Josh Flightly (041 5824 225) [

&3 Bit [ Send

Please pick up your membership card on your nesd visi |

Characters: 55 (Number of messages: 1) |

You have completed the steps required to send an ad hoc SMS message in Clubware.

364 e Correspondence Clubware Manual



Creating MMS Messages
This tutorial describes the steps required to create MMS Messages.

You must have an account with a Clubware approved SMS provider and the account settings entered
in Administration | Branches | Select Current Branch | Settings | SMS.

Step 1. Select Correspondence| New Correspondence from the navigation panel, as shown below.

Correspondence
L Reports | [@ New Correspondence
& Correspondence [7] Correspondence List
[£] Correspondence List ] scheduled Correspondence

E Scheduled

Step 2. The Choose a Document Type screen displays.
Select MMS - (PXT) Multi-Media Message. Click OK.

r ™y
[ Choose a Document Type IEJ E@g

Document
Label
Certificate

SMS - {TxT) Text Message

MS - (PXT) Multi-Media
[==a=

a0 2B 55 1)

Use this tem to create Multi-Media Messages (PXT) |

[ ok ][ cance |
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The Correspondence Designer screen displays.

I'a||.| Comupardance Jee coee =] (==
. _-I- & . l:jiian__--'—%g%gg|u ;’%iml:%

e T
Taate. E Fg et v lorst e wags lad el Lasd A 2o
= - e Fofepem— =

s oot i ot
[ T T A T ST P R B BB B BBt Fon s B e Bt i o e Fonti

Enter your message in the page.
Double click on each of the required fields to add to the MMS Message.

Note 1. The character count will increase as you add content. You will also be advised of the number
of messages that will be sent.

Note 2. If you insert Database Fields, the character count only increases by the length of the inserted
characters, therefore the actual message length may vary when it is merged.

Click on the Image button and add multimedia files, e.g. movies, music, pictures, video clips to your
message.

il

Image

Click Save.
You have completed the steps required to create an MMS message in Clubware.
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Merging Correspondence

This tutorial describes the steps required to merge correspondence. See the tutorial Adding New
Correspondence to create correspondence.

Step 1. Select Correspondence | Correspondence List in the navigation panel, as shown below.
The Correspondence List displays in the main panel.

[ Correspondence

B Correspondence List

E Scheduled

Step 2.

Select the document you wish to merge,
Click Merge from the toolbar. (For this tutorial select Welcome Letter).

The selected correspondence document displays.

' ‘ Chtware Correspondence | Actions
3] [ R

LA A = =
Pirl  Emal  Fe Schede | Emal  Pint
Meege Schedue | Ouck Merge

L o ik s toor BB | I ! | 2 2. e [
L L 3 L - 3 L

< CLUB
DEMO

[IMember_FullNeme]
[*Address_FullAddress]

Note: The Actions panel in the ribbon above displays SMS and MMS greyed out because a
correspondence document was selected. If SMS or MMS correspondence had been selected these
would display as active.

Step 3. Select your required Distribution medium. (For this tutorial select Email from the Action tab.

¥

| -
| Clubware Correspondence Actions

EEX RV

Pint = Email = File Schedule | Emaill  Print

|

Merge | Schedule | Quick Me_rgg |

Note: The quick merge distribution methods have fewer windows to navigate than the standard emalil
and print merges.

Clubware Manual Correspondence e 367



The Filter screen displays.

Choose a different Criteria Set:  Female Members o Save As...
Field: Comparison: Compare to:
Branch_Name equal to v (D) cument branch v
and ( ( Member_Gender v equalto v o F - )
and v ( Member_lsDeleted v equalto v 0 False v!)
and ¥ (| Member_Status v | equalto v | Active ) 1)
and ~ -
|
|
Cancel Next >

Step 4. Enter your filter criteria, using the drop-down menus, as shown in the example above. Click
Next.

The Advanced Email Merge Options screen displays.

Email Options ~ X

To: Member_Email 1 D

Subject: [Welcome to Club Demo

Atachments
Attachment 1 [ ]

Attachment 2 | |

Atachment3 | ]

Care <o

Step 5. Click the Ellipsis button D next to Attachment 1. This will open the following standard Windows dialog
screen.
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Open X
) v A 3 > Quickaccess v Search Quick access ¥l
Organize v v 1 @
~
v ik e v Frequent folders (12)
I Desktop b 4 Desktop
n ‘ This PC
Documents >
& Downloads
. ) Documents
= Pictures b 4 1 This PC
B videos b4 »
) W # Downloads
Music b d b This PC
‘h : ¥
i Windows (C:) #
| Correspondence ¥ Pictures v
File name: | v| | Alfites () v
I Open | [ Cancel |
Browse to the file you would like to attach and click Open.
Email Options = X
To: Member_Email1 v
Subject:  |Welcome to Club Demo |
Attachments
Atachment 1 |C-\Users\ClubDemo\Class Timetable Summer pcf |
Atachment2 | ] EI
Atachment3 | |
<Back || Net>

Step 6. Click Next.
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The Filter Results screen displays. You are also able to include members with ‘Do Not xxxx’ ticked
on the member record if the correspondence is important.

Filter Results = X

If you do not wish to merge to all results from the filter, you can select individual records to remove here.

| clubDemoHO  Nicole Swift 22/08/1978 brett.j@cubwar... 0412523548 Direct De
[ CubDemoHO  Rachael Wool 25/03/1975 rachael.wool@g... 0421568411 Direct De
Record: [[4 1747 1of 5 [p |[b]< >

< Back H Next >

The members highlighted in red have the Do Not Email ticked or do not have a valid email address in Clubware

Filter Results = X

If you do not wish to merge to all results from the filter, you can select individual records to remove here.

[ CubDemoHO  Rachael Wool 25/03/1975 rachaelwool@g... 0421568411 Direct De

Record: [[4] 4] 1of 5 [pp]< 2

s || s
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Step 7. Click Next if the results are correct.

The Preview Merge screen displays.

Preview Merge

CLUB
DEMO

Jemima Casual

11/12/2018
<

Cancel >> | |3 G 3 records

< Back

Step 8. Click Next.

The Confirm screen displays.

Confirm et
You are about to merge the Welcome Letter comespondence. Number of records in this
merge: 3.
Click Merge to begin.
[] Create an activity once this wizard completes
Cancel < Back

Step 9. Click Merge to commence the merge process.
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If you wish to save an activity, tick the ‘Create an activity once this wizard completes’ box prior to
clicking ‘Merge.

Refer to the tutorial Running the Activity Wizard for further information.

You have completed the steps required to merge and email correspondence in Clubware.
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Scheduling Correspondence
This tutorial describes the steps required to Schedule correspondence to be run at specific times.
Step 1. Select Correspondence | Correspondence List in the navigation panel, as shown below.

[ | Correspondence

| B Coreoponience st |

[E] Scheduled

The Correspondence List displays in the main panel.

Step 2. Select the required correspondence type. For this tutorial Welcome Letter - from the
Correspondence list, was selected.

Correspondence List

= Corrapmdmce'l‘ype: Address Labels
~|[2) Address Label  Club Demo HO
El Correspondence Type: Certificate
__l [£] : Blue Belt - Club Demo HO
[=) Correspondence Type: Document
= 5 D 0
[£] : survey Club Demo HO
| [2] Spedal Document Club Demo HO

The selected correspondence displays.

‘ﬁ Clubware Correspondence Actions
BdE 8 D &Ha

Print Emall File SMS MMS | Schedule | Emaill  Print

Merge | Schedule 7 Quick Merge

Step 3. Click Schedule from the Actions Ribbon, highlighted above.
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The Filter screen displays.

Filter X
Choose a different Criteria Set: ‘Members Loaded Yesterday . .. .. ... .. ... iv¥ Save As...
Field: Comparison: Compare to:
Branch_Name equal to v | cument branch v
and ( (! Account_LoadDate v Equalto v | yesterday vl)
and ¥ (! Account_Account Type v Equalto v | Membership ) B
and v v
care

Step 4. Enter the Filter criteria for who is to receive the correspondence on a regular basis
Click Next.

The Schedule screen displays.

Schedule ot X
Schedule Settings
Name: Welcome to Club Demo
Starton: 11/12/2018 » 9:41 AM
Schedule task: Daily ¥ Now Advanced...
Range of recurrence
End after: 2 7| Occurrences, or M run indefinitely
End on: 31/12/99398 12:00 AM
Cancel < Back Next >

Step 5. Enter your criteria using the drop-down menus.

Uncheck run indefinitely if you want to enter an End after or an End on date.
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You can also use the Advanced button to customise your schedule further.

Advanced Daily Options
Required Days
® specify certain days of the week

MMonday  [Tuesday  [wednesday [Mthursday M Friday
Sahrday @Smday

O spedfy a starting date and an increment
Start on Hlt ~  day, then trigger every _1 " days (until month end)

O spedfy a list of month dates

l J

Click Next.

The Distribution Details screen displays.

Distribution Details

Distribution Medium | Emai v

Emai

Email Address:  Member_Email1 v|

Subject: |Welcome to Club Demo |
Attachment 1:  |C:\Users\ClubDemo\Class Timetable Summer pdf | B3]
Machment 2| | =]
Machment 3| | =

[J Include members with ‘Do not Email'ticked

<tk [ N> ]

Click Next.
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The Schedule Confirmation screen displays.

Schedule Confirmation = X

Job Name: |Welcome to Club Demo
Filter: IMenbem Loaded Yesterday
First Occumence:  |11/12/2018 3:41:00 AM
Last Occumence:  [31/12/9998 12:00:00 AM

[] Do not send f report is empty

| Cancel | <Back | [ Fnsr |

Click Finish.
Your Scheduled correspondence will be saved and appear in the Scheduled Correspondence List.

[ | Correspondence
Correspondence List
[E Scheduled

Scheduled

|| scheduie Name

I} vieicome to Club Demo 11/12/2018 9:41:00 AM | 31/12/9998 12:00:00 AM

You have completed the steps required to schedule correspondence in Clubware.
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Administration

Overview

The Administration area of the system is used for managing system settings, templates, standard
information and completing administration tasks.

Administration

57 LS

38 New Account Template
® Account Templates

™ New Branch

“® Open Current Branch

“® Open Current Branch Settings
% Branches

Ll Corporates Data Designs

DataE

Export Entry €
[@ New Data Export

£3 New Entry Card

[@ New Data Import - Data Export £ Entry Cards

’ mb t m .- LAl
Exercise Templates % New FTP Credentials
9% New Template {4, FTP Credentials

@ Templates

Web Api

@ New Web Api Client
¥ s i Gens se
M New Watch
[5) user Defined Fields A \Watches
e
@& AddNew Zone
% Zones

Access Control

If you have integrated with Paxton/Inner Range Integriti access control systems, the access control
module in Clubware allow you to configure the requirements of each access control system. This
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version of Clubware also integrates with Gantner. Please contact Clubware Support for further
information

This area allows you to add new custom account fees and also to set whether you are prompted to
send the payment to the billing company or not.

Account Templates are templates that can be used when adding a new account for a member. They
are designed to reduce the amount of data entry required when adding a new account.

A template can be set up once and reused many times. Templates are totally customisable and can
be designed for any type of account and any type of membership your facility has.

Specific template defaults can be set for an account, such as associated entry cards, visit restrictions
etc.

Account Templates can also be configured for suspensions in the self-service portal.

You can add one or more activities to a member based on an Activity Template, these can also be
grouped so you can quickly and easily add common activities against your members.

Global or branch specific announcements can be created in Clubware to allow staff to be aware of
upcoming events or changes.

Clubware is a multi-branch club management tool. From this screen, individual branches can be set
up, edited and managed.

Branch groups can be created in Clubware to allow specific branches to be linked together for both
physical access and/or logon permission for Clubware users.

Use branch closures to close a current branch and point the members to a new branch.

If your site processes bulk payments, such as credit card payments or automatic payments, these
can be administered from this section.

Clubware has the ability to process different types of payments for different periods depending on
user defined criteria. This makes processing bulk payment information (i.e. from a bank statement)
simple and fast.

If your facility sells memberships to specific corporate businesses, the ability lies within Clubware to
create these details and rules, then apply to the applicable Account Templates.
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Data design is the cornerstone for retrieving data for both reports and correspondence within
Clubware.

The data design system allows you to choose which database fields you want to use with your reports
or correspondence. Every report or correspondence item must have a data design associated with it.

Data design maintenance is also completed from this section of the system.

Data Export allows information to be exported from Clubware for use in third party systems. Please
contact Clubware Support for more information regarding Data Export.

Data Import allows information to be imported into Clubware from third party systems. Please contact
Clubware Support for more information regarding Data Import.

Clubware’s entry card tools allow you to associate entry cards with account templates. Entry cards
can be printed for individual member accounts, including classes and concession cards.

Clubware supports an unlimited number of entry cards, which can be set up and edited from this
section.

Exercise Templates are a library of exercises that can be used when setting up fithess programs for
members. You can add and edit exercises from this section and these will be available when adding
exercises to fitness programs in the Members section.

Templates can be set up for both cardio and weight-based exercises, and you can add images and
other relevant information for an exercise.

Clubware has the ability to create templated exercise programs for a member to use.

These credentials link an FTP server to Clubware. Please contact Clubware Support for more
information regarding FTP Credentials.

Lookups are grouped together by a lookup category. You can create custom lookup categories for
use with User Defined Fields.

Lookups are items that appear in dropdown lists within Clubware screens. Lookups can be added and
edited from this section of the system. You can also sort the order of lookups within dropdown lists.

Each computer (or Machine) using Clubware can be configured to perform different tasks and control
certain peripheral devices.
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Membership and account sales have the ability to be linked to a particular promotion.

In this section, Clubware enables you to set up and edit an unlimited number of promotions that can
be assigned to members when accounts are sold. This allows for tracking of the effectiveness of your
promotional activities.

Resources can be added and edited from this section of Clubware. Resources at your site can be
allocated to different bookings and classes. A resource can be anything you want to track within your
site, from training or class aids to physical space such as a pool or room.

Resources can be viewed and booked through the Calendar panel within Clubware.

Sales Targets can be created or imported into Clubware. Please contact Clubware Support for more
information

Clubware can be integrated with Salesforce Marketing Cloud to create a seamless correspondence
merge. Please contact Clubware Support for more information.

Security for your Clubware system can be set up from this section. A security group is a group of
individual security settings. When a group is set up, it can then be assigned to a staff member.

If a staff member is promoted, you can change the security group that person belongs to.

Clubware jobs that are queued to run can be reviewed in this area for their status and to review the
job details.

This section of Clubware allows you to add and edit staff member information. Security access
privileges, passwords and other relevant information for each staff member can be edited from this
section.

A staff member can also be set up as a resource and linked to bookings and classes.

User Defined Fields allow you to capture and track additional information where standard Clubware
views may not have the ability to.

Watches enable you to target a member who meets certain criteria and can allow you to block, warn
or set a ‘Stop At Gate’ note on their membership account. An example of a watch would be if you
had a troublesome member who signs up using the same email address.
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This section contains Web WPI information for 3 party programs to access the Clubware database.
Please contact Clubware Support for further information.

By using zones, you can create multiple entry points for your facility within Clubware.
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How To

Account Fees
The following tutorials describe the most common actions associated with Account Fees.

Adding a New Account Fee
Step 1. Select Administration | Account Fees from the navigation panel, as shown below.

7# Administration
.J Access Control Levels
58 Account Templates
Tk Activity Templates
“% Branches
@ Bulk Payments
] Categories

l] Cornorates

Step 2. Click Add from the Account Fees toolbar

(& Add [ Edit L Delete

Step 3. The New Account Fee screen will display. Complete the details as in the example below.

¥ [Club Demo HO] New Account Fee — X

Description: Cancellation Fee

Send To Billing: No

Send To Billing options:
e No, payments will not be synched to your billing company.

e Yes, payments will be synched to your billing company
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e Prompt, you will be asked if you want to send the payment to your billing company.
Step 4. Click Save and Exit.

The new account fee will appear in the Account Fees list, as shown below.

Account Fees
Description Send To Biling | Branch
¥ Account Transaction Prompt .. CubDemoHO .
&% CardFee No Club Demo HO
&#* Lost Card Fee No Club Demo HO
& Registraton NO CubDemoHO . ..
é’} Suspension Fee Prompt Club Demo HO
&#*  Joining Fee No Club Demo HO

Now when you take a payment for a member via the member you will see the new fee in the drop
down list. An example is shown below.

For: Account Transaction v
Pay Date: Account Transaction
S —— L
Lost Card Fee
Send to Billing Pr Registration
Account Total: Suspension Fee
Joining Fee
Amount Paid: Work Cover
RPN Cancellation Fee |
Amount to Pay: $0.00

You have completed the steps required to add a new account fee in Clubware.
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Account Templates

The following tutorials describe the most common actions associated with Account Templates.

Adding an Account Template
This tutorial describes the steps required to add an Account Template within Clubware.

Step 1. Select Administration | Account Templates from the section of the navigation panel, as
shown below.

~# Administration
Access Control
&F Account Fees
&3 Account Recondiliation

% Account Templates

€ Activity Templates

Step 2. The Account Templates screen displays in the main panel.
Click Add from the toolbar.
A blank New Account Template screen displays.

59 [Club Demo HO] New Account Template — [} X

Gt |3k 0o

General Invoices Entry Restriction Online Settings

Description: | Ledger Code:

Account Group: i - Entry Card: 1 v
Start Date: !/ - Access Control Group: v
End Date: ! - Biling Company: O

Account Type: i v Biling Account Code: |

Term: 05 ‘Monihs v Do not sync billing provider end date

[J Fixed Account Start Date: L/ ~|  Expected Payment: i $0.00 | >
D On-going Account End Date GST: i 10‘06 %

[ Fixed Account End Date: ‘ /1 ¥

Concessions: (1]

Points: 15

»

Allow reciprocal access to branch group:

[ allow reciprocal access to be overridden on the account
O Only available to corporate members

[ only available with promotion

Notes:
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Enter information as shown below.

¥ [Club Demo HO] Account Template: 12 Month Direct Debit = O X

et (3 bsae |0 oM

General Invoices Entry Restriction Online Settings

Description: 12 Month Direct Debit Ledger Code: 123-133
Account Group: Direct Debits - Entry Card: -
Start Date: { ! v Access Control Group: -
End Date: [/ v Biling Company: M | Debitsuccess v
Account Type: Membership e 8iling Account Code:

Term: 12 7 |Months b [ 0o not sync biling provider end date

(] Fixed Account Start Date: Expected Payment: $0.00 -
%] On-going Account End Date GST: 10.00 %

[ Fixed Account End Date:

Concessions: =

Points: 203

Allow reciprocal access to branch group: All Branches X

Allow reciprocal access to be overridden on the account

(1 Only avadable to corporate members

D Only available with promation

Notes:

Main Points:

Description: Enter a description that is meaningful and will easily identify the type of account
template you are setting up.

Account Group: This feature helps organise your account templates into categories, such as
Student, Senior, or Corporate.

If you wish to create a new group, type in the field and press ‘Tab’.

You can display templates by group in the Account Templates screen.

Start Date/End Date: For Promotional purposes, this feature allows controls over
memberships that are short term offers. Once the end date is reached, the membership is no
longer visible for sale

Account Type: Choose Membership, Concession Card or Class.

Membership: Use this for most set-term membership types, including both cash and
payment-plan memberships.

Concession Card: Concession Cards are based on visits.
Use this membership type for sunbeds, spin classes etc.

If you wish to set a time limit during which all the visits on a concession card
membership must be used, this must be specified in the Term field.

This note will display to prompt Clubware users to choose an appropriate end date
when setting up an account using this template for an individual member.
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Class: Use this account type to distinguish accounts for attending a specific class.
This keeps general membership at your facility separate from enrolment in a class.

Term: Set this as the default length of membership for the account template. This can be set
in days, weeks or months, for Membership, Concession or Class accounts.

Note: Term is a mandatory field and must be populated prior to saving an account template.

Fixed Account Start Date: Use this feature if the account is part of a specific program such
as a 12 week challenge, which has a specific start date

Ongoing: If this membership is to be set up as either “until further notice” or “flexi”, set this
option. This will allow the membership to continue after the minimum period specified, and no
end date will appear in the account upon creating.

Fixed Account End Date: Use this feature if the account is part of a specific program such
as a 12 week challenge, which has a specific end date

Concessions: The number of visits allowed for a concession card.
Points: The number of points the account template is worth.

Allow reciprocal access to branch group: Set member access to specific branch groups or
all branches.

Allow reciprocal access to be overridden on the account: Allows a member’s reciprocal
access to be adjusted on an individual basis.

Only available to corporate members: When the account template is added to a member,
Clubware will prompt for the corporate member details as out lined in Corporates.

Only available with promotion:

Ledger Code: If you want to export information to an accounting package, enter the ledger
code used in the Accounting package.

Entry Card: Select a preferred entry card for this account, this is recommended even if you
use your own card. You do have the ability to design your own membership cards and assign
them as a default for the membership types you set up.

Billing Company: If this membership will have payments processed by a billing company,
check this box and select the billing provider.

Billing Account Code: Billing providers can expose codes used on their sign ups that are
referenced by Clubware to map to the appropriate account template. If an account template
has the matching billing provider account code then the member and account will be
automatically created in Clubware (assuming no other issues are found).

Expected Payment Amount and Frequency: You can set this to assist with reconciling the
amount you should be receiving on a recurring billing account with amount that is being
deducted by the billing provider.

GST: This defaults to the rate specified in the setup of your system. If necessary, reset it to
the rate applicable to your location.

Notes: Insert special requirements, these will display when a new account is added.

Check the details are correct.
Click Save.

Step 3. Invoice Setup. Invoices need to be added for the Account Template. Select the Invoices
tab. Click Add in the Invoice Setup section of the Account Template screen.
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i [Club Dema HO) Account Template: 12 Month Direct Debit = a X

Invoice Template: | 14|/ 4|/ 1of 1 M)

Notes:

The screen below displays.

© New Invoice Template X
Description: ICllb 'l
Instaliment: $0.00 | Monthly v
Starting: 03 |Days v
[ On-going

Tem [ 02| Months v
Total: © $0.00 [ Locked

Clubware invoicing is designed for your facility to collect an initial payment before the membership
commences, and all other payments during the term of the membership, in accordance with best
practice procedure.
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Main Points:

Description: Choose Club from the drop down menu if your facility will issue and enforce
this invoice, or Billing if this invoice is to be issued and enforced by a billing company.

Create one invoice template for the initial club payment (if applicable), and a separate invoice
template for the subsequent payments to be collected by the billing company. There is no
limit to invoice templates per account template.

Instalment: Select the amount and frequency for invoicing. To invoice for one payment only,
choose One Off.

Starting: This is the start date for invoicing, calculated as the number of days between
creating a new account and billing for the first invoice.

For the initial payment, set to ’0’.

If your facility will collect all payments at regular intervals without using a billing company, set
Starting t0’0’.

If you are setting up subsequent payments to be collected by a billing company, set Starting
to allow time for financial arrangements to be made, usually set to 7 or 14 days.

Ongoing: Select this option if invoicing should continue until further notice with no finish date,
as for “flexi” memberships.

Term: This will automatically calculate based on the term of the membership.

Total: This figure calculates automatically from the information entered above it. You can
overwrite the total amount if required.

Add as many invoices as required for your account template.

Step 4. When your entries are complete, Save and Exit the form. Save and Exit the Account
Template

You have completed the steps required to add a new account template in Clubware.
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Adding Entry Restrictions to an Account Template

This tutorial describes the steps required to add entry restrictions to an account template.

When you have added an account template (See the tutorial Adding an Account Template), the
template can have visit restrictions applied to it. You can use restrictions to control when people are
allowed to visit your site, as for off-peak memberships.

Restrictions can be set up for any time or zone at your site (a zone is an area within your site).

Step 1. Select Administration | Account Templates from the navigation panel. The Account
Templates screen displays in the main panel.

Highlight the account to which you wish to add a restriction.

Click Edit as shown below.

[.Q. Add ‘ ;j Delete | Include Ended Account Templates

Step 2. The Account Template Screen displays.

Select Entry Restriction, as shown below.

¥ [Club Demo HOJ Account Template: 12 Month Direct Debit

He | BHse 0 o

General Invoices Entry Restricion Online Settings

Step 3. Click Add.
A blank New Restriction screen displays.
Enter information similar to the example below.

& New Restriction — X
Hest Hse |2 o)
Zone: Reception ¥
Day: Sunday
Start Time: 12:00 AM o
End Time: 6:00 AM =
Save Pattern
Monday Tuesday Wednesday [
Friday Saturday O Sunday
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Main Points:
Zone: This is the area the restriction applies to.

Day: To create a restriction for one day only, use this to set the day, otherwise use Save

Pattern below.
Start Time: The time the restriction starts.

End Time: The time the restriction ends.

Save Pattern: Use this option to apply a restriction to multiple days. Check the days you

require.
Step 4. Save and Exit the form.

Note: If you are in a multi-branch environment you can restrict members from other centres entering

your facility using the Reciprocal Entry restriction.

& New Restriction — X
et s 2o
Zone: Reciprocal Entry iw
Day: Sunday
Start Time: 12:00 AM &
End Time: 6:00 AM :
Save Pattern
Monday Tuesday Wednesday Thursday
Friday Saturday D Sunday

You have completed the steps required to add a restriction for an account template in

Clubware.
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This tutorial describes the steps required to configure online settings for use in the Clubware Mobile
app.

Once you have added an account template (See the tutorial Adding an Account Template), online
details and self-suspension conditions can be applied to it, providing members the opportunity to
manage their own suspensions online. Clubware users will still have the ability to add suspensions as
outlined in the tutorial Adding a Suspension for a Member’s Account.

Self-suspension conditions can be applied to non-billing templates; however, any suspension fees
charged will need to be collected as an invoice will be created on the member requiring payment.

Note: Billing suspensions will still apply as outlined by billing providers. Pease check with
Clubware Support or your billing provider if suspensions are applied pro rata or in line with
the billing cycle.

Step 1. Select Administration | Account Templates from the navigation panel. The Account
Templates screen displays in the main panel.

Highlight the account to which you wish to add the self-suspension conditions.
Click Edit as shown below.

|4 Add |[7 Edit || Delete | Indude Ended Account Templates H

Step 2. The Account Template Screen displays. Select Online Settings as shown below.

¥ [Club Demo HO] Account Template: 12 Month Direct Debit — O X

Bt |3 e 0 ol

General Invoices Entry Restriction EOﬁIhé Se

[[] Allow Self Service Purchases

Public Description:
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Step 3 Enter information similar to the example below

General Invoices Entry Restriction Online Settings

[] Allow Self Service Purchases

Public Description: All Access Membership

Public Long Description: This membership is billed fortnightly and grants full access to all of our facilities. It includes access to all
group fitness dlasses - however personal training sessions are not induded. They are available at an
additional cost.

If at any time you need to take a break, you can suspend you membership for up to 4 weeks per year. The
minimum tme allowed is 1 week/7 days. A §5 per week suspension fee applies.

Allow Self Service Suspensions
Suspension Fee: $5.00  Weekly of
Minimum days per suspension: 7 :

Maximum suspended days per annum: 28 .

Main Points:

Allow Self Service Purchases: Allows Concession Card Account Templates to be
purchased online. The Account Template must have an invoice with a One Off
frequency.

Public Description: Member facing account description. This may be different to the actual
account template name in Clubware.

Public Long Description: This can contain all the information pertaining to the membership
and the suspension rules.

Allow Self Suspensions: Allows members to apply suspensions through the member portal.

Suspension Fee: The cost of a suspension. These can be configured based on standard
billing cycle.

Minimum days per suspension: Minimum number of days a suspension can be applied
for.

Maximum suspended days per annum: How many days per 365 day period a member
can be suspended for. This information will display on the members account.

Notes: Use this option to add additional internal notes for all staff

Step 4. Save and Exit the form.
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Note: When you apply these settings, all members with this account will display a new field showing
the number of days used in the suspension period and the date the number of days available will
renew. This field updates for all methods of applying a suspension.

It will however only refresh the number of days to the maximum per annum, ignoring any still
available from the previous year period.

¥ [Club Lemo HOJ Account: Membership — O X
i:ﬁ Exit | (3 b Save | @ ™ Barcode £ Card [} Comespondence | =, Payment Refund P Recsipt | we Debitsuccess How to... B
Member... Josh Flighty
Account Type: 12 Month Direct Debit D Renewal
| Salesperson: . Start Date: 28/11/2018 v
Barcode: AHO 10069 Term: 12 > |Months ¥
| Biling Provider: Debitsuccess - End Date: /1 %
Billing Ref: FHQBO387105 Expected Payment: $0.00 -
Card Printed: / - Suspension anniversary date:

21/28 suspension days remaining

You have now completed the steps required to configure Online Settings for the Clubware
mobile app.
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Activity Templates

Adding an Activity Template

This tutorial describes the steps required to add an activity template in Clubware.

Step 1. Select Administration | Activity Templates from the navigation panel, as shown below.

The Activity Template screen displays in the main panel.

s Administration
Access Control
&F Account Fees
&3 Account Recondliation
39 Account Templates
0 Announcements
% Branches

Step 2. Select Add from the toolbar as shown above
A new Activity Template screen displays
Enter information similar to the example below

% [Club Demo HOJ Activity Template: 1 month ...

et Gk 0ol

Description: 1 month Follow Up Call

Template Group: New Members

Reason: 1 Month Follow Up
Assign To: (O Consultant
O Instructor

Date Due: 15 Month(s) - Time:
Duration 0

(Minutes): >

Notes:

8:00 AM
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Main Points:

Description: The name that will appear on the Administration | Activity Template screen, this
will generally be related to the activity reason.

Template Group (Optional): If you want to add multiple activity templates to a member at
the same time add a template group hame, once it has been added and saved against an
activity template it will be available in the drop down.

Reason: This is the reason for the activity.

Assign To: This determines which staff member the activity will be assigned to at the time
the activity is created against the member. If the specified staff member has been deleted
from Clubware then the activity will be assigned to the logged in staff member at time of
creation.

You have completed the steps required to add a new activity template in Clubware.
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Announcements

Adding an announcement
This tutorial describes the steps required to add an announcement in Clubware.
Step 1. Select Administration | Announcements from the navigation panel, as shown below.

The Announcement screen displays in the main panel.

74 Administration
Access Control
ig# Account Fees
&3 Account Recondiliation
¥ Account Templates
© Activity Templates

' Announcements

% Branches

Step 2. Select Add from the toolbar, as shown above
A New Announcement displays.

Enter information as shown.

0 [Club Demo HOJ] Announcement: Clubware Upgrade = X
Gest |3k se 0ol
Name: Clubware Upgrade
Start Date: 3/12/2018 b End Date: 7/12/2018 v
Description: Clubware will be upgraded on Wednesday 05/12/2018. All Staff will experience an outage between 1am and 2pm on this
day. For more information on the new features, please refer to the new release notes. These can be found by selecting
the heading of this announcement,
Hyperlink: http://dubware.com.au/resources
[ Show on Dashboard: [[] Aliow Close
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Main Points:

You do not need to complete all fields.

Name: Enter the title of the announcement here

Start Date: Start date for the announcement to be visible in the My area.

End Date: End date for the announcement to be visible in the My area.

Description: Details of the announcement

Hyperlink: Website or shared folder paths can be added

Show on Dashboard: The announcement will display in My Area

Allow Close: Allows staff to close the announcement once they have read the details.

Step 3. Click Save.

You have completed the steps to add an announcement in Clubware
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Branches

Adding Branches
This tutorial describes the steps required to add a branch in Clubware.

Please contact Clubware Support if an additional branch is required or an existing branch name
needs to change as the Clubware licensing is based on the branch name and you may be unable to
log in to Clubware if changes are made.

Step 1. Select Administration | Branches from the navigation panel, as shown below.

The Branches screen displays in the main panel.

“s Administration
B Access Control
ig# Account Fees
&3 Account Reconciliation
¥ Account Templates
© Activity Templates
0 Announcements

@ Branch Groups

Step 2. Select Add from the toolbar, as shown above.
A New Branch screen displays.
Enter information as shown below.

“% Branch: Club Demo Branch A = X
S L bl soe |0 @ senos
General Details Logo

Branch Name: iub Demo Branch A

Group: All Branches -
Prefix: CDA

Open Date: 1/12/2018 > 2

Shutdown Date: ' | v

Step 3. Save and Exit the New Branch screen.

You have completed the steps required to add a new branch in Clubware.
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Configuring Branch Settings

This tutorial describes the steps required to configure branch settings in Clubware.

Step 1. Select Administration | Branches from the navigation panel, as shown below.

The Branches screen displays in the main panel.

“» Administration
B Access Control
ig# Account Fees
&% Account Recondiliation
$¥ Account Templates
€ Activity Templates
0 Announcements

@ Branch Groups

Select the Branch you wish to configure and the Edit. The select Settings from the Branch toolbar.

“% Branch: Club Demo Branch A
st | 3 b sove | 9 | @ [setnss |}
General Details Logo

Branch Name: jub Demo Branch A

Group: All Branches v
Prefix: CDA
Open Date: 1/12/2018 v
Shutdown Date: I | -
Main Points:

Branch Name: Enter the full Branch name here.

Group: Indicates which branch groups the branch belongs to.

Prefix: A club prefix will be added to assist with creation of barcodes.

Open Date: This information denotes when the facility closed.

Shutdown Date: This information denotes when the facility closed.

Step 2. Select the Details tab and enter the facility details, as shown below.
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’ Branch: Club Demo Branch A

i -'] Current Time Zone: ]mmmmm :'-I
Email Display Name: Club Demo A

www.dubdemo.com

10.00 % GST Number:

45 555 5862 55

Phone Numbers
1 Smith Street Phone.... 02 5555 3020
FaX...

Smithville
NSW . Postcode: 2080
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Step 3. Select the Logo tab and add the facility logo by browsing the applicable files. If the image is
incorrect, select remove and browse to find the correct image.

“% Branch: Club Demo Branch A = X
i Ext | [3 b Save | D) | @ Sett'ngs!

General Details iLogo’

€] Browse 3 Remove

CLUB
DEMO
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Step 4. Select Settings from the toolbar. The Settings screen displays as shown below. The General
details section is the default view.

2" Branch Settings: Club Demo Branch A X
|

Advanced [[J show deleted records
System Show Guarantor Prompt for members under 18 years old
Entry
Entry Sounds [[] use Full Name as the default Member Search
Classes [ use exact search for Alias fields
Point of Sale =

Riwaids [JEnable group biling

Adyen Default Gender: o
User Defined Fields -
User Defined Buttons Default number of records to display on grids: 100 | (value 0 = max records)
Billing Providers =

d I ids: 1000 3

Debiisiicanss Maximum number of records to display on grids

PaySmart Member Attachment's file size limit in MB: 107
Calendar
Account Member Photo Maximum Width: 640 T pixels
Email P
M Member Photo Maximum Height: 640 | pixels Resize all member photos
Access Control
InTouch
Mywellness

Clubware Services

Cancel

Main Points:

General: (Default View) This includes settings for how member information will appear within
Clubware. There are also some administrative options available.

Advanced: This includes settings for how information from other branches will appear within
Clubware. There are also some administrative options available. Can be restricted by
Security policies.

System: This is where the backup path is set. Maintenance can be manually run from
this tab. Can be restricted by Security policies.

Entry: This information defines how the arrivals are configured to operate within Clubware.
Entry Sounds: Sounds for alerts can be set from this section.
Classes: This is where you can change options regarding the classes booking tickets

Point Of Sale: In this section, you can determine how the Point of Sale operates within
Clubware. Clubware Rewards and EFTPOS integration can also be configured in this area.

User Defined Fields: These are the fields that display within the members Details tab. The
names of the fields can be customised as per user requirements. Can be restricted by
Security policies.

User Defined Buttons: Within Clubware, you can create customised buttons to external
applications.

Billing Providers: This information is used when synchronising with a billing company. Can
be restricted by Security policies.

Calendar: Select your sites opening hours, and default calendar time scale units.

You can then create and maintain staff rosters, display rosters for staff in Calendar views,
and check for staff availability when adding a booking.
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Account: Adjust settings for both accounts and account templates.
Email: Set up the connections and requirements for sending email with Clubware.

SMS: This feature enables you to utilise the SMS\MMS facility using a Clubware approved
SMS Provider. Contact your Clubware Account Manager to set up this option.

Access Control: This feature allows you to integrate with approved access control hardware
and software.

InTouch: This feature allows you to integrate with InTouch Follow up software.
Mywellness: This feature allows you to integrate with Technogym Myweliness.
Clubware Services: Holds the credentials for Clubware Licencing and Online Bookings.

Salesforce: This feature allows you to integrate with Salesforce CRM interface.

Step3. Once you have made the appropriate changes, select OK. You will be prompted to restart
Clubware for these changes to take effect. Restart Clubware.

You have completed the steps to Configure Branch Settings in Clubware.
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Branch Groups

Adding Branch Group
This tutorial describes the steps required to add a branch group.
Step 1. Select Administration | Branch Groups from the navigation panel, as shown below.

The Branch Groups screen displays in the main panel.

“» Administration
£3 Account Recondiliation
¥ Account Templates
T Activity Templates
#0 Announcements
5 Branches

*e Branch Groups

. Branch Closures

Step 2. Select Add from the toolbar.

@, Branch Group: All Branches = O X

Name: All Branches

Description: This branch group contains all branches and is managed by the system,

Branches
[:g Add =“ Remove
Branch Name Status
\
% Club Demo Branch 8 Open
% Club Demo HO Open
Member: [[4] 4 1of 3p Pl

404 e Administration Clubware Manual



Main Points:
Name: The name of the branch Group (e.g. Western Clubs)
Group: An optional grouping/classification of the branch group.
Description: General notes about this branch group

Branches: Add the individual branches associated with this group

You have completed the steps to create branch groups in Clubware.
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Branch Closure

Adding Branch Closure

This tutorial describes the steps required to add a branch closure. This is for temporary closures.
For permanent closures, see the tutorial Adding Branches.

”# Administration
@ Account Templates
© Activity Templates
0 Announcements
“ Branches
@ Branch Groups

| Branch Closures

(&3 Bulk Payments

Step 1. Select Administration | Branch Closure from the navigation panel, as shown below.

The Branch Closures screen displays in the main panel.

Step 2. Select Add from the toolbar. The new Branch Closure box opens, as shown below.

. [Club Demo Branch A] New Branch Closure s X
Gt | 3bsve 0o

Reason: Carpet Replacement

Group: Maintenance v

Start Date: 24/12/2018, 12:00 AM v

End Date: 6/01/2019, 11:59 PM .

Alternate Branch:  Club Demo Branch 8 [x] @,

Notes:

'l

/%, Closures need to be manually entered into your access control system.

[Club Demo Branch A] New Branch Closure

Main Points:
Reason: The reason why the branch is closing down (e.g. General Maintenance)
Group: An optional grouping/classification of the closure.

Start Date: The date and time that the closure will commence.
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End Date: The date and time the closure will finish

Alternate Branch: The branch that any member who has access to this current branch can
visit in lieu of this branch closing down. Note: When using an integrated access control
system, please be sure to set up the closure of the doors/barriers manually for the current

branch
Notes: Any notes about the closure that Clubware users can refer to.

You have completed the steps to add a branch closure in Clubware
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Bulk Payments

The following tutorials describe the most common actions associated with Bulk Payments.

Processing Bulk Payments

Bulk payments can be used for adding payments to members in bulk. This process is used for clients
who wish to manage their own billing.

7 Administration
@, Branch Groups
i Branch Closures

F#&: Bulk Payments

ml Corporates
4 Data Design
‘. Data Exports

+

For example:
Opening individual members’ accounts and adding a payment would be very time consuming.

Bulk Payments allows you to add payments to multiple members in one easy process.
There are two ways to process bulk payments.

Retrieve Payments: This will retrieve a list of members who are due, or overdue for a
payment.

Manually add payments. This allows you to add payments for individual members.
Both methods are described below.
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Retrieve Payments

Step 1. Under the Financials tab on the members account, the payment type should be set to
Automatic Payment, or Direct Debit.

Step 2. Select Administration | Bulk Payments from the navigation panel.
The screen below displays.

Bulk Payments

|4 Add [} E

~~Payment Criteria
Show: All ol Members from:  [Al] v
Payment Type: [Any] . [[] show all outstanding payments Retrieve Payments
Drag a column header here to group by that column.

Apply |LastName | FirstName | Account | Amount | Branch | Method
Record: [d 4 | oof 0 b bl < >
| CearGid | SelectAl || PrintAl ' Process Payments Totak $0.00

Step 3. Select -
e Membership status from the Show list.
e A facility from the Members from list.
e The Payment Type from the drop down menu.

e For this example, select Direct Debit as shown below.
(Active memberships from Metro Fitness are shown in the example below).

Payment Criteria
Show: Al v v
Payment Type: [Any] v Retrieve Payments

Click Show all outstanding payments to show all overdues on the screen.

Click Retrieve Payments as shown below.

Retrieve Payments | |
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Step 4. Members in your system due to make a payment of the type you selected, will display on the
screen as shown below.

Show: All - Members from:  Club Demo HO -

Payment Type: Cash b [ show all outstanding payments | Retrieve Payments

[0 Prospect Ania AHO Charge Account §75.00 : Club Demo HO Cash
[0 ™arley Bob 12 Month PIF §899.00 : Club Demo HO Cash
[ pirlo John 12 Month PIF $849.00 : Club Demo HO Cash
[1 Endgland Vincent Swim Classes - 1 Term $45,00 ' Club Demo HO Cash
[J  Fimith Andy Swim Classes - 1 Term £45.00 | Club Demo HO Cash

Step 5. To apply the payments on the screen, either -

Click the Select All button on the bottom of the screen, or
Check the Apply checkbox for the individual members you want to apply payments for.

Step 6. Select the members to process a payment for.

Click Process Payments as shown below.
This will post all payments on the screen to the selected members.

| | Clear Grid | | Select All | | Print Al | | Process Payments Totak £2,900.00

The screen below displays.

‘%, Bulk Payments = o

h&ageew =dEBER-BDE v B@se s@>s

Club Demo Head Office CLUB
Bulk Payments

Name Account Branch Type Method Due Date Money In Till Amount
Vincent England Swim Classes - 1 Term Club Demo HO Receipt Cash 191272006 () 45.00|
Andy Fimith Swim Classes - 1 Term Club Dema HO Receigt Cash 1911212008 4500
Andy Fimith 12 Month PIF Club Demo HO Receipt Cash 11122018 ) 5000
Amara Willlams & Month Cash Membership Club Demo HO Receipt Cash 300472012 ) 25000
Joanne Franks 10 Pack PT Sessions Club Demo HO Receipt Cash 4n22018 400.00|
Cynthia Anderson 12 Month PIF Club Demo HO Receipt Cash 1en22m3 839.00

Number Of Payments: © Value Of Payments: 1.6%,00F
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Adding Manual Payments

Step 1. Click Add in the Bulk Payments Screen.
The New Payment screen displays.

% New Payment - O X
Member: [ Q@ Date: 11/12/2018 ~
Account: @ Amount: $0.00
By: Cash % Money In Till: O

OK Cancel

Step 2. Select Member required, using the drop-down menu.
Select Account, using the drop down menu.
Insert Amount. An example is shown below.

= New Payment = O X
Member: Josh Flighty @ Date: 11/12/2018 ~
Account: & Month DD Q@ Amount: §85.00
By: EftPos v
OK Cancel
Click OK.

Clubware Manual Administration e 411



Your selection will display in the Bulk Payments screen as shown below.
You can add several members manually.

Show: Active ¥ Members from:  Club Demo HO v
Payment Type: Cash v [“1 show all outstanding payments | Retrieve Payments
Drag a column header here to group by that column,
Apply |LastName  |FirstName | Account | Amount | Branch | Method
Fiighty Josh ~ 6MonthDD ‘ | $85.00 ClubDemoHO  EftPos
Record: 4 4 | dof 1 p Bl < >
ClearGid  Selectl || printAl | [Processpayments | Totak  $21,432.00

Step 3. Click Process Payments .
The listed members accounts will update in bulk.

If you check the Money in Till box the transaction will be added to your Payment Z Off report and
the funds will be included in the end of day balancing.

You have completed the steps required to process bulk payments in Clubware.
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Data Design

Data Design allows you to create and save views of your data for use with reports and

correspondence.

The following tutorials describe the most common actions associated with Data Design.

Adding / Editing a Data Design

Step 1. Select Administration | Data Design from the navigation panel, as shown below.

“s Administration
™ Branches
@ Branch Groups
[l Branch Closures
@ Bulk Payments
ml Corporates
"} Data Exports
"} Data Exports Scheduled

Step 2. The Data Design screen displays in the main panel.

Click Add from the toolbar.
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A New Data Design screen displays. The Source Type should be set to view.

3 [Club Demo HO] New Data Design — | m] X

Ext | |4 b Save A

Description: |

General Filters

Source Type: ® view O stored Procedure [3 Add [Z Edit Delete 4 Preview
View: \ > Name

Columns:

Column ... | Sort Dir Type

Correspondence

(®) Not available for correspondence

O Enable Correspondence for Member

O Enable Correspondence for Member Current Account
Enable Correspondence for All Member Accounts

Preview:

Step 3. Enter the name of the new Data Design in the Description field.
This enables you to identify your Data Design when required.

Step 4. Select an available View as a starting point.

Views are lists of data that can be used as starting points for Data Designs.

For information about creating a new view, see the tutorial Adding a View to a Data Design.
For this example, select Member_AllInformationCurrentAccount.

The View Columns for the selected view display in the list, as shown below.
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i (3 [Club Demo HO] New Data Design - [m] P

Description:  Member Information

General Fiters
M | Account_AccountGroup
[ Account_Account Type
[ Account_AddtionalFeesAmo... =
[ Account_Balance
[J Account_Barcode Correspondence
[ Account_Barcode3of9 (®) Not available for correspondence
B eoourt_Aling et (O Enable Correspondence for Member
Account_ConcessionsBalance
s Enable Correspondence for Member Current Account
[J Account_ConcessionsTotal o =
i | 7 IO B 3 ¥ | O Enable Correspondence for All Member Accounts

Preview:
' SELECT Member_AllinformationCurrentAccount. *
FROM Member_AllInformationCurrentAccount

[Club Demo HOJ New Data Desgn

Note: You can also create new views.
See the tutorial Adding a View to a Data Design for more information.

Step 5. Select the Columns required to display in your report or correspondence.

' (3 [Club Demo HO] New Data Design - [m] X

Description:  Member Information

General Fiters
Source Type: ® view O Stored Procedure i ﬁﬁ iaﬁ Ii %te % ﬁﬂ
View: Member_AlnformationCurrents ¥ | Name a|a
Columns:

Column Name [sot  |ow |a

A Account_AccountGroup

[ Account_Account Type

M Account_AddtionalFeesAmo...
[ Account_Balance

[ Account_Barcode Correspondence
M Account_Barcode3of9 (® Not available for correspondence
[ Account_BilingRef O Enable Correspondence for Member
M Account_ConcessionsBalance
s Enable Correspondence for Member Current Account
M Account_ConcessionsTotal O =
TA et T B O Enable Correspondence for All Member Accounts
Preview:
SELECT [Member Allnfnrmahnnmrenucmm!] [Aocount AccountGroup], [Member_AllnformationCurrentAccount]. A
Account_AccountType], [N -_AllInft ccount]. [Account_AdditionaFeesAmount],
[Member Allnfnrmaboncurmw:cunt] [Account, _Bdanoe], [Member_AlinformationCurrentAccount].

Account_Barcode], [Member_AllInformationCurrentAccount]. [Account_Barcode30f9],
[Member_AllInformationCurrentAccount]. [Account_BillingRef], [Member_AlInformationCurrentAccount].
Account_ConcessionsSalance], [Member _AllinformationCurrentAccount]. [Account_ConcessionsTotal], v

[Club Demo HOJ New Data Desgn

In the above example, FirstName, FullName, FullNameAndTitle, Gender have been selected.

Step 6. When Base View and View Columns, have been selected,
add Filter Criteria to your data design.
This allows the selected data to be filtered.
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In this example we only want to see members whose Last Name starts with ‘F’. (See illustration in
Step 8).

Click Save at the top of the Data Design screen to save your work and enable the Filter Criteria
toolbar.

Step 7. Click Add in the Filter Criteria toolbar.
The screen below displays.

r ™y
3 Mew Criteria Set l@J E@g
< Bt | b save |r§\|@!

Description:
Filter Records
Field: Comparison: Compare to:

L.

m_ | »

and

and

and

(
(
and {
(
(
(

CIREIREIREIREIRLE,

and

Preview

Mew Criteria Set

v,

Step 8. A Filter Criteria set can contain many filters in one set.

For this example we are locating only members whose last name begins with ‘F’. Enter the
Description, Field, Comparison and Compare to, as shown below.

3 Criteria Set: Female Members = (m] X

He b 0o

Desaiption: ~ Female Members

Filter Records
Field: Comparison: Compare to:
Branch_Name equal to v | (@ current branch -
and ( (| Member_Gender v | equalto v v)
and ¥ (|Member_IsDeleted v | equalto v 1 False *|)
and ¥ (|Member_Status v equalto | Active el Ll
and ¥ v
Preview

WHERE (([Member _AllinformationCurrentAccount]. [Member_Gender] = 'F) AND
(Member_AllInformationCurrentAccount]. [Member [sl ember AllInformationCurrentAccount].
Member Status] = 'Active’

Step 9. Save and Exit the Criteria Set screen.
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The Data Design screen displays as shown below.

3 [Club Demo HO) New Data Design

[P e N -
Member_HoldEndDate

7] Member_HoldStart Date

Member_lnstructor

L] Mamhar inetnitnr EiliNiama

?feview:

1

[ Last Name Starts with F

Correspondence

© Not avaiable for correspondence

() Enable Correspondence for Member

) Enable Correspondence for Member Current Account
© Enable C dence for Al Member Accounts

Tt r " vy

ant]. [Memb

FROM Member_AllinformationCurrentAccount

[Club Demo HO)] New Data Design

SELECT !
[Menber F\ldame] [Member_/ Aﬂnfwmammm:]\ﬂ .[Member_FullName_And_Title],

tName], [Member_AlInformationCurrentAccount]. A

Step 10. You can add more Filter Criteria by repeating the steps above.
Click Preview on the Filter Criteria toolbar to preview your selection.

The screen below displays with filtered data as defined in this example.

4, Female Members

[[ rag a column header b

ere to group by that column

er Employer ] Member FirstN...

| Member Ful Name  Member Gender | Member Instruc... Member Is Dele... |
i |

| Jemima { Jemima Casual F
Joanne Joanne Franks F O
Tayla Tayla Shore F O
Nicole Nicole Swift F |
Rachael Rachael Wool ¥ O
Record: [I4] 41/ 1of 5 [p il < >|

Step 11. Save and Exit the Data Design screen if your entries are correct.

You have completed the steps required to add a data design in Clubware.
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Using a Token in the Filter Criteria

A Token can be used to set up filter criteria based on a changing value, such as Today, Last Week or

Next Month.

For example, when you want to filter by a date range, such as the previous month, but don’t want to
manually enter the relevant dates every time you use the filter criteria. The screen below shows a

token being used.

-
Mew Criteria Set

)

Exit Save

Description:

Filter Records

Field:

Last Visit = Last Month

Comparison:

Compare to:

([ Member_Lastvisitat ~ | [equalto

s ]

)|

s -

s -

s -

s -

Preview

02-01Y)

New Criteria Set

WHERE (([Visit_Usage]. [Member_LastVisitDate] »="2016-01-01" AND [Visit_Usage]. [Member_LastVisitDate] < '2016-

Follow the steps below to set a token for a filter.

Step 1. Select Administration | Data Design in the navigation panel.
The Data Design screen displays in the main panel.

Navigation
7 My
e | |
&) Members S Source Type  ~ | Source
m |8 F | Concession Visit Summary Concession_VisitSummary
2 9 __| @ POS Audit Trai - Transactions Vi Sale_POSTransactions )
& Classes | @  Concession SalesPerson Summary : View Concession_SalesPersonSummary
&3 Term Classes 3 Products View View Product_Detal
B Reports o 3  Instructor Class Summary { View 'Smff_chs&my
|| Correspondence | @ EntryCardviewiembers  View EntryCardViewMembers
“5 Administration | @ Class Instructors Member List | View Class_Instructor AndMemberDetail
Access Control | @ visit Summary - Account  View Visits_DetaiMember
& Account Fees | @ Joined and Expired Accounts ” P i View Account JonedCanceled
@ Account Templates |3 Member Listng - All Accounts By Account Description | View Member_AllinformationAllAccounts
o @ Member - Emal Addresses For Export Vlew - Member_AllinformationCurrentAccount
© Activity Templates o 3  Member_AllinformationCurrentiHoldwithDayCounts  View - Member_AllinformationCurrentiHoldWwith
19 Announcements o 3  Term Summary View ‘ Term_Summary
“ Branches |3 Instructor Class Detail  View  Staff_ClassDetail
@ Branch Groups 3  Promotional_Actiity  View | Promot
. Branch Closures fre 4 Concession Revenue Breakdown View Concession_RevenueBreakdown
r Information - All Accounts By me DOB View Member_/ tionAllAccounts
Bulk Payments |3  Member Infor Al Fulnar | - Member_AllinformationAll
.| Comporates - 3 Payment Z Off { View - Trans_PaymentZOff
1 - J Member Information - Instructor i View ‘ Member_AllinformationCurrentAccount
A S D06 Dokl S—] @ v -outySummery 5 Sl
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Step 2. Double click to open an existing data design or add a data design (See the tutorial Adding /

Editing a Data Design).

The screen below displays.

3 [Club Demo HOJ Data Design: Visit_Usage
i et | (g b save | A | @!

Description:  Visit_Usage

General
Source Type: View Stored Procedure
View: Visit_Usage
Columns:
Column Name Sort Dir A

B fecourt AoconGop ||

[ Account_AccountType

M Account_Description

[ AccountiD

[] AccountTemplatelD

[ Branch_Name 1 gl
[] BranchiD

[] Member_DateFirstEnrolied

[] Member_Email1

o m] X
Filters
(g Add | Edt x) Delete . Preview
Name

Expiring next mth with visit count 3+ times in da...
Heavy users of the facility
members with a visit count between 1and 6la

Correspondence

® Not available for correspondence

O Enable Correspondence for Member

O Enable Correspondence for Member Current Account

M AMecbene Conaid W

O Enable Correspondence for All Member Accounts
Preview:

SELECT [Visit_Usage]. [Account_Description], [Visit_Usage]. [Branch_Name], [Visit_Usage].[Member_FullName],
[Visit_Usage].[Member_LastVisitDate], [Visit_Usage].[Member_PhoneHome], [Visit_Usage]. [Visit_Count],

[Visit_Usage]. [Visit_Date], [Visit_Usage]. [Visit_TotalCount]
FROM Visit_Usage

ORDER BY [Visit_Usage].[Branch_Name], [Visit_Usage].[Member_FullName], [Visit_Usage]. [Visit_Date]

Step 3. Select an existing filter and click Edit on the Filter Criteria toolbar, as shown above. The
Criteria Set screen displays.

3 Criteria Set: Heavy users of the facility = a X
o Ext | b save | ) g!

Desaiption;  Heavy users of the fadiity

Filter Records
Field: Comparison: Compare to:
Branch_Name equal to ¥ @D current branch v
and ( (| visit_Count v greater thanorequ. ¥ (1 40 wi) 1)
and v -
Preview

l WHERE (([Visit Usagel. [Visit Count] >= 40

Step 4. Click the Eye icon @] beside the “Compare to” field to enable a Token.
This toggles the value between Value and Token.
Select your required token.

Note: If the Eye icon is disabled, your choice of Field is not valid for using a token. For example, if
your Field is LastName, it would not make sense to apply a token of Today or Last Week.

Note: The Preview field at the bottom of the screen displays the values the token is using at present.
These values will always be updated to be correct at the time the filter is run.
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Step 5. Save and Exit the Criteria Set and Data Design screens.

You have completed the steps required to use a token in filter criteria in Clubware.
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Adding a View to a Data Design

Data designs are predominantly based on a view.

A view is a database view stored within the database and made up of ANSI standard SQL (Structured
Query Language) code.

For example “select * From Member”.

From this view, a data design can be created, and filters attached to the data design.

This tutorial describes the steps required to add a new view for a data design within Clubware.
Step 1. Select Administration | Data Design in the navigation panel, as shown below.

7% Administration
% Branches
@ Branch Groups
' Branch Closures
[Q Bulk Payments
ml Corporates
1} Data Exports
"} Data Exports Scheduled

Step 2. The Data Design screen will display in the main panel.

Select your required Data Design.

Select Add Base View from the toolbar, as shown below.

Data Design

[& Add [ Edit | Delete | @ Add Base View !
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Step 3. The Add New DataDesign Base View screen displays. Enter details as shown below.

-

%
2 Add New DataDesign Base View [
View Mame: Mew Member View
Wiew SQL: Select Firsthame, LastMame, Status from Member

Flease Mote: The new base view will not show in the data design
wiew grid, it will display when you are adding a new view in the
dropdown list of available base views,

Preview Data Parse S0L QK ] [ Cancel

Main Points:
View Name: Give the new base view a nhame using only alpha numeric characters.
View SQL: Enter the ANSI Standard SQL required to generate the view.

Parse SQL: This parses the SQL against the data source to determine if the SQL has correct
syntax (rules for producing SQL structure).

If the SQL is parsed correctly, the Preview Data button becomes enabled.
Preview Data: This allows the user to view a sample of the data the SQL will produce.
Step 4. When you have entered valid SQL code for creating a view, click the Parse SQL button.

This will parse the SQL and determine that the correct syntax has been entered. A dialog box will
display indicating the result of the parse, as shown below.

( Clubware @‘

:I Query parsed Successfully

Click OK.
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Step 5. When the SQL is parsed, click the Preview Data button to display the data the SQL will
return, as shown below.

P
4, New Member View

EIRE=E )

First Name
Sandra
Jaydene
John
Andrew
Sung

A

Josh
FPhillippa
Amy
Sophia
Jessica
Sally

Record: 4

Last Name Status
Active
Lucas Active
smith Active
George Prospect
Kim Active
Test Inactive
Flightly Active
Jones Active
Johns Active
Kim Active
Hutchinson Active
Brown Active
10f 36 [ JD)

Step 6. Click OK in the Data Design Base View screen to complete the procedure.

Create a new Data Design to utilise the view.
See the previous tutorial Adding / Editing a Data Design for more information.

You have completed the steps required to add a new view for data designs in Clubware.
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Adding a Stored Procedure to a Data Design

In some instances, there may be a requirement to create a highly specific data design based around
set fields.

A stored procedure is a command stored within the database and made up of ANSI standard SQL
(Structured Query Language) code. You will need Clubware Support to assist in creating this stored
procedure in your database.

This tutorial describes the steps required to create data designs based on a stored procedure. We
have created a very simple stored procedure in SQL for this example.

Step 1. Select Administration | Data Design from the navigation panel, as shown below.

“4 Administration
™% Branches
@ Branch Groups
i Branch Closures

[Q Bulk Payments
ml Corporates

E Data Design

} Data Exports
"} Data Exports Scheduled

Step 2. The Data Design screen displays in the main panel.
Click Add from the toolbar.

A New Data Design screen displays. The Source Type should be set to Stored Procedure.

- - ~
3 [Metro Fitness HO] New Data Design Lij {ﬂlg
|48 Exit | [3 b save | | q!
Desaiption:
General Fiters
Source Type: View O 'Stored Procedwre: [ add [ £dit 1) Delete Preview
Stored Procedure: ha Name

Columns:

Column ... | Sort Dir Type

Correspondence
@) Not avadable for correspondence
_) Enable Correspondence for Member
| Enable Correspondence for Member Current Account

Enable Correspondence for Al Member Accounts

\ J
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Step 3. Enter the name of the new Data Design in the Description field.
This enables you to identify your Data Design when required.

Step 4. Select an available Stored Procedure as a starting point.

For information about creating a new stored procedure, please contact Clubware Support.
For this example, select MemberFirstName.

The Stored Procedure Columns for the selected view display in the list, as shown below.

3 [Club Demo HO] New Data Design e (m] X
Pest 3w 0ol

Description:  Member First Name

General Filters

Source Type: View @ StoredProceduwre  [3 add L2 Edt L) Delete @ Preview

Stored Procedure: | MemberFirs

]
g

Columns:
Column Name

]

{
{

m

Correspondence
@' Not avadable for correspondence
Enable Correspondence for Member
Enable Correspondence for Member Current Account
’ Enable Correspondence for Al Member Accounts

g
§

SIS FEERRREE]
i3

Step 6. When Stored Procedure View has been selected, add Filter Criteria to your data design.
This allows the selected data to be filtered.

In this example we only want to see members whose First Name is ‘Josh’. (See illustration in Step 7).
Click Save at the top of the Data Design screen to save your work and enable the Filter Criteria
toolbar.
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Step 7. Click Add in the Filter Criteria toolbar.

The

screen below displays.

-

\

@ New Criteria Set (=] (=] @ e

Se ke 008

Description:
Filter Records
First Name:

New Criteria Set

~

J

Step 8. A Filter Criteria set can contain many filters in one set.

For this example, we are locating only members whose first name is ‘Josh’. Enter the Description and
required information, as shown below.

-

\

@ New Criteria Set (=] (=)@ i)

Description:  FrstName = Josh
Filter Records
First Name: Josh|

New Criteria Set
J

Step 9. Save and Exit the Criteria Set screen.
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The Data Design screen displays as shown below.

| (3 [Club Demo HO] New Data Design

Description:  Member First Name
General
Source Type:

FirstName String
LastName String
Middle Sting
Company Sting
Occupation Strina

[Club Demo HO] New Data Desgn

Step 10. You can add more Filter Criteria by repeating the steps above.
Click Preview on the Filter Criteria toolbar to preview your selection.

The screen below displays with filtered data as defined in this example.

@ Not available for correspondence
(") Enable Correspondence for Member

() Enable Correspondence for Member Current Account

~ ) EnableC dence for All Member Accounts

|
t
I

- ~
@, First Name = Josh = (=]
' D j colums »_:5:}@&;;_\;, by that column
| Load Date | Last Update Company
[l 27/11/2006 | 2/04/2016
28022012 22/03/2016 Josh Smith
Record: (IO 10F 2 0D « il 3
£

Step 11. Save and Exit the Data Design screen if your entries are correct.

You have completed the steps required to add a data design using stored procedures in

Clubware.
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Entry Cards

The following tutorials describe the most common actions associated with Entry Cards.

Designing a New Entry Card

This tutorial describes the steps required to add a new Entry Card within Clubware.

Step 1. Select Administration | Entry Cards from the navigation panel, as shown below.

#; Front Desk
&3 Members
| calendar
ﬁ'ﬂiﬁsﬁ

\# Reports

{# Term Classes

Z#* Retail Management

(-] Correspondence

74 Administration
n Access Control Levels
@' Account Fees
5§ Account Templates
T Activity Templates
% Branches
IQ Bulk Payments
i,[j Cateqgories
‘l—':l Corporates
Data Design

I ETTT

L]

Entry Cards

R Membership Card ! Standard Membership Card | Metro Fitness
& test card test Metro Fitness
&1 New Membership Card This card will be used for a... : Metro Fitness
7] Swim Class Card Used for swim dasses Metro Fitness

Step 2. The Entry Cards screen will display in the main panel.
Select Add from the toolbar. The screen below displays.

F' h'
k&, save As... g
Card Name:
Description:
Branch: Metro Fitness HO -
| ok | [ caneel |
L

Step 3. Enter a Card Name and Description for your new Entry Card.
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Click OK.

The New Entry Card screen displays.

.
E] [Metro Fitness HO] Mew Entry Card

Section Reporks

A Label
TextBox

Exit save As ko] save g Card Properties

Designer |Preview

P QG 100% - ol % @B X

CheckBox
RichTextBox
O Shape

[E Ficture ﬂ EH Me
A Line Z
Barcode i.
[ 1] Chart n

E = = = — [ I - o | 3::‘:
E : + 0 f— TN HH M Afm
. ﬂ | |'._' = '_.'l |”'T A dm |'¢|»‘ Q” i i S 3T e

-

(= SubReport

EE

RepaortInfo

|+ CrossSectionLine 4

£:] CrossSectionBox -

MNew Card: [?77] New Entry Card

BackColor
4 Behavior

CanGrow

4 Appearance -

[] Transparent| |

True

Property dialog...

A default layout is created for you. The Entry Card designer is very similar to the report designer. The

designer includes the following features:

Drag and Drop Designer: You can drag any fields around the design canvas, the central

panel of the New Entry Card screen, as shown below.

E] MembershipCard
i |

| Ti:luh iram

lembers Name
count Description

Use the Fields part of the tree menu in the top right of the screen, shown below, to drag data fields

onto the design canvas.
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The Report section of this tree menu shows the elements already included in your design.

=[] Report

-5 MembershipCard
{..[0 Shapel

[0 TextBox1

[ Picturel

[0 TextBox2

[0 TextBox3

=

[=-£=¢ Fields

=55 Bound

-..=3 Branch_MName
-..=1 Member_FullMame
.= Member_Firsthame
-.=1 Member_Lasthame
-..=21 Member_MiddleMame
-.=1 Member_Ocoupation
.= Member_Employer
-..=21 Member_Photo
-.=21 Member_Gender
-.=21 Member_Source
.21 Member_Motes

Each item on the design canvas is called a field. All aspects of a field can be modified,
including size, colour, font type and position.

To modify a field, click on it in the design canvas or select it from the top right tree menu.

Then, modify it using the options in the tree menu in the lower right of the screen, under the
headings Appearance, Behaviour, Data, Design, Layout and Summary.

CRE]
(-7 Fields
WJ Settings

=41 |

> Appearance

> Behavior
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Picture: Use the Picture option in the left-hand Design Components menu to add an image to the
design canvas of your card.

Section Reporks

Al Label
TextBox
CheckBox
RichTextBox
O Shape
Pickure

/" Line
Barcode
i Chart

[Ha SubRepart
ReportInfo
| Crosssectionline

I} CrossSectionBosx

Click and drag from the Picture button into the design canvas.

Select the Data section of the lower right tree menu.

Browse for a picture you've saved by using the HESC] (none) | button next to

Image in the Data section of the menu, or point to a picture in the database by clicking Data
Field and choosing from the dropdown menu.

Barcode Control: You can add a barcode to an entry card, so visits can be recorded using a
barcode scanner and entry card.

See the next tutorial Adding a Barcode to an Entry Card for more information.
Step 4. Click Save and exit the New Card Entry screen.

You have completed the steps required to add a new entry card in Clubware.
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Adding a Barcode to an Entry Card

This tutorial describes the steps required to add a barcode to an entry card in Clubware.

Step 1. Select Administration | Entry Cards in the navigation panel, as shown below.

" Administration
_ﬂ Access Control Levels
@- Account Fees
5§ Account Templates
T Activity Templates
% Branches
IQ Bulk Payments
] Categories
‘|.=i Corporates
Data Design
R Entry Cards

Entry' Cards

i Membership Card
£ test card

Step 2. The Entry Card screen will display in the main panel.

tandard Membership Card

Vietro Fitness

test Metro Fitness
£ New Membership Card This card will be used for a... i Metro Fitness
&7 Swim Class Card Used for swim dasses Metro Fitness

Select the card you want to add a barcode to.

Click Edit from the toolbar.
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Step 3. Click Barcode in the Design Components toolbar on the left side of the screen, and drag onto
the design canvas as shown below.

Section Reports
Al Label
TexkBox
CheckBox
RichTextBox
[ shape
Picture

_/ Line
Barcode
[:# cChart

H PageBreak.
[[@ subrepart
ReportInfo
- CrossSectionLine

1 CrossSectionBox

The barcode will appear on the design canvas where you drop the control.

Account Description

U 1 IR AT R
Barcods
O O O

Step 4. Open the Data section of the tree menu on the lower right side of the screen.
Select DataField | Barcode from the dropdown menu and select Account_Barcode, as shown below.

»  Appearance
»  Behavior
4 Data
Account_Barcode W
Tag
Text Barcode
> Design
4 Layout
> Location 1, 4.5 cm

Step 5. Click the Preview tab on the top of the design.
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Your card displays as shown below.

Desfgnef '

EIEE Y I R

Metro Fitness

% - ~
Andrew Smith
12 Month Cash Membership

BIR1S

You can move any item on the card on the designer surface by selecting an item and dragging it.
Step 6. Save and exit the Entry Card screen when you are satisfied with your card.

You have completed the steps required to add a barcode to an entry card in Clubware.
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Exercise Templates

Adding a New Exercise Template
This tutorial describes the steps required to add a new Exercise Template within Clubware.

Step 1. Select Administration | Exercise Templates in the navigation panel, as shown below.

s Administration
Access Control
&# Account Fees
&3 Account Recondliation
j. Data Imports Scheduled
&7 Entry Cards
& Fitness Program Templates
{7, FTP Credentials
Q Lookup Category

Step 2. The Exercise Templates screen displays in the main panel.
Select Add from the toolbar.

5 o007 it 0 o |

A New Exercise Template screen displays.

Step 3. Enter appropriate information as shown below.

¥ [Club Demo HO] New Exercise Template - X

s —Image
Description: | -
— o

Station:

Muscle Group:

Type: ¥ |
Notes:

[Club Demo HO] New Exercise Template

Main Points:
Description: Enter a description for the exercise.

Station: Enter a number or note to indicate where the exercise station is within your site.
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Muscle Group: Describe which muscles are being exercised.
Type: Select either Cardio or Weights.
Notes: Add any notes that may help the member performing this exercise.

Note: You can add suitable images as shown below. These images are not a Clubware feature at
present. You will need to acquire your images and store them on your computer.

Step 4. Click the folder icon in the image section shown below to add an image to the exercise
template. This icon is situated on the right side of the New Exercise Template shown above.

Image
( @

The standard Windows Load Image dialog box displays.

Step 5. Navigate to the image you wish to associate with this exercise.
Click Open as shown below.

V¥ Load Image from File X
¢ v P « Pictures » Saved Pictures v O Search Saved Pictures e
Organize ¥ New folder = v (7]
2018-03-14 72!
2018-03-26 ,. "
2018-04-12 y &
2018-05-03 3 '
Carnéis Roll BarbelCurl. g BenchPress.pg CalfRaise.pg
IT
(X
Manual ' ' ¢ 3
Phone @ e
Sample Picture - -
Saved Pictures Cross Traner.)pg DumbeliBench.jpg ODumbelFiyes.pg
v
File name: I| v‘ Supported Images (*.jpg;* jpeg; v
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The selected image will display on the new Exercise Template screen.

#¥ [Club Demo HO] Exercise Template: Flat Bench Press - X

Heit B Hse 0o

Description: Flat Bench Press

Station: 1

Musdle Group:  Chest

Type: ‘Weights 54
Notes: Use a barbell and flat bench

Step 6. Click Save and Exit the Exercise Template Screen.

You have completed the steps required to add an exercise template in Clubware.
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Fitness Program Templates

The following tutorials describe the most common actions associated Fitness Program Templates.

Adding a Fitness Program Template
This tutorial describes how to create a Fitness Program Template.

Once you have created you Exercise Templates you have the ability to build Fitness Program
Templates. (See tutorial: Adding a New Exercise Template)

Step 1. Select Administration | Fitness Program Templates in the navigation panel as shown
below.

s Administration
Access Control
ﬁj' Account Fees
&7 Entry Cards
m%’ Exercise Templates
{3 FTP Credentials
2 Lookup Category
&, Lookups

Step 2. The Fitness Program Templates screen displays in the main panel.
Select Add from the toolbar.

|Q Edit )| Delete !
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Step 3. A New Fitness Program screen displays.
Enter details similar to the example below.

% [Club Demo HO] Fitness Program: Weight Loss = O X
Bt bse |09 cem B

Start Date: 11/12/2018 ¥ Finish Date; 31/03/2019 ~¥ CreatedBy:  Administrator A
Goal: Weight Loss

Heart Rate Information

) < Minimum HR (Cardio): |0 =

»

3
»

HR (Fat ‘0 < HR (Cardio 0 -

Notes:

Step 4: Select the Exercises Tab. Select Add to attach an Exercise Template from one of the below

groups.
Add Cardio Station Musdle Group | Sets | Reps  Amount Units  Rest | Intens A
| Add Weights
Add Stretching |
Cross Trainer Cardio Ro... Entrie Body 0 0 30.00 0
Dumbell Lunge 213 Quadraceps 3 20 15.00 Ka 0 0 L
- Week: 2 3
- Day: 1
Dumbbell squat 31 Quadraceps 2 15 0.00 0 0 G
Exercise: "‘NI "4— T of 4 b bl <B : - o ) T

Step 5: Select the applicable exercise and select OK as shown below.
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A, Choose an Exercise

Name ~ | Branch | Musdle Group
- Type: Cardio (5 Templates)
9 Cross Traner Club Demo HO Entrie Body
| Club Demo HO
|99 spinBike CubDemoHO  Quads
29 stationary Bike Club Demo HO Legs
|99 Treadmil CubDemoHO  Entire Body

Template: [[4] 4| 20f 5 p DIl <

Notes

Ensure your technique is correct

Ensure your heart rate is within the guidelines ¢

Step 6: Add the week number and day number to the program as shown below.

Note: If you add the Sets, Reps, Weights, Intensity and Rest on the Fitness Program template, it will
not populate on the member, allowing you to personalise the fithess program on an individual basis.

% [Club Demo HO] Fitness Program: Weight Loss

t , ) 5

11/12/2018 ~
Weight Loss

Start Date: Finish Date:
Goal:

General Exercses

31/03/2019 ¥

Created By:

- O X

Administrator

'

Units | Rest | Intens A

Cardio Ro... |Entire

Bxercise: [ 4][ sof 5 [P <

Body

| ' Name Staton | MusdeGroup | Sets Reps | Amount
' Cross Trainer Cardio Ro... Entrie Body 0 0 30.00 0 5
| Dumbell Lunge 213 Quadraceps 3 20 1500 Kg 0 0
- Week: 2 ‘ 1
- Day: 1 ,i
| Dumbbell squat 31 Quadraceps 2 15 0,00 0 0 3
| Dumbell Bench Press 23 Chest 0.00 0 0 —

Week: 2 a2 Day:

§  Duration: 0w 3 Intensity
=3
2

1. £

T =]

Notes:  Ensure your technique is correct

Step 7. Click Save and EXxit the Fitness Program Screen.
You have completed the steps required to add a fitness program in Clubware.
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Lookups

The following tutorials describe the most common actions associated with Lookups.

Adding a Lookup Item
This tutorial describes the steps required to add a new Lookup item within Clubware.
Lookups are the options that appear in many dropdown menus within various parts of Clubware.

For example, when receiving a payment you can choose options including Cash, Credit Card, and
Eftpos from a dropdown menu.

With lookups, you could add an option to be paid by points from a loyalty scheme card.
Step 1. Select Administration | Lookups in the navigation panel, as shown below.

“# Administration
Access Control
&¥ Account Fees
@ Lookup Category
&) Machines
7 Promotions
@ Resources

Step 2. The Lookups screen displays in the main panel.
Select Add from the toolbar.

|Q Edit J| Delete !

Step 3. A New Lookup screen displays.
Enter details similar to the example below.

’ %, [Club Demo HO] New Lookup == O X

Bt (B 0o

Category: ACTIVITYTYPE

Lookup Value: 1 Mbnth follow up

|
| [CubDemoHO]Newlodkp |

Select a Category to indicate the types of dropdown menus in which your new lookup should be
included.

For example, to add a new activity reason, 1 Month Follow Up, select the Category ACTIVITYTYPE.
Step 4. Save and exit the New Lookup screen.
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Note: Your new Lookup will appear in the Lookups screen.

Lookups

%, FolowUp . Gub Demo HO 0.
@, Meeting ClubDemoHO O
@, site Tour _ CGubpemoto . [

& Hcal awpemoro [0

| Phone Club Demo HO (|

» 0
1% SMS Received Club Demo HO ™

For this example:

To verify and/or use your new Lookup, select Front Desk | Activities in the Navigation Panel.

The Activities Panel displays.

Click Add. A New Activity screen displays.
The new Lookup now displays in the Reason drop down menu, as shown below.

General
Date Due:
Reason:
Completed

MNotes:

£ [Club Demo HO] New Activity

Josh Flighty

11/12/2018, 3:42 PM

Note

Email

Fitness assessment
Follow Up

Letter

Meeting
Membership Enquiry

= O X

Assigned To: Clubware Support @,
Duration (Minutes): 03

Result: I "

[Club Demo HO] New Activity

You have completed the steps required to add a lookup in Clubware.
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Changing the Sort Order of a Lookup List
This tutorial describes the steps required to change the sort order of a lookup list within Clubware.

This allows you to control the order in which items in some dropdown menus appear. You can place
the most used items at the top of the menu.

Step 1. Select Administration | Lookups in the navigation panel, as shown below.

Access Control
&# Account Fees
Q Lookup Category
&) Machines

<7 Promotions

W Resources

The Lookups screen displays in the main panel as shown below.

Club Demo HO
 Club Demo HO

Step 2. Select the item from the category you wish to sort,
Click Sort Order as shown below.

Add [ Edit )| Delete ||§fs SortOrder

Step 3. The Sort Order screen displays.
Select the item you want to change
Click either the up or down to change the order, as shown below.
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-2l Lookups Sort Order X
' Lookup Item ~

_ PROGRAM '

| ADVANCED PROGRAM
|PT 4

~ Note

» :1Month Follow Up '
iFithesé assessment o v =

<| > Cancel

Step 4. Click OK when the items display in the correct order.
Close the Sort Order screen.

Step 5. When you refresh the screen, the re-ordered item will display in the modified order as shown
below.

Lookup Category: ACCOUNTTYPE

®, | iMonthFolowlp . CubDemotO . M
ADVANCED PROGRAM Club Demo HO Ol
L R Club Demo HO |
@ Emal Club Demo HO
@, ‘Fitness assessment Club Demo HO ..
_ |[%Folowup  CubDemoHOo & . —

When using lookups, the options will not show alphabetically within the dropdown list, but in the order
specified using these steps.

You have completed the steps required to change the sort order of alookup list in Clubware.
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Linking Activity types to Activity results

When you assign an Activity Type you can customise the Activity Results which will appear for this
Activity Type.

You can link a set of results to a reason so that only those results appear in the Drop Down box.

This enables to you to view only those selected results instead of scrolling through the complete
listed, as shown in the example below.

This tutorial describes the steps required to link Activity Types to Activity Results.

Step 1. Select Administration | Lookups in the navigation panel, as shown below.

4 Administration
Access Control
&# Account Fees
Q Lookup Category
&) Machines
<7 Promotions
. Resources

The Lookups screen displays.
Note: Press the green arrow on the top toolbar if the screen displays blank.

| | value | Branch ~ | Is System

Lookup Category: ACCOUNTTYPE

_ Club Demo HO
 Club Demo HO
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Step 2. Click the ‘Map Lookup Category’ button.
The Lookup Category Map screen displays.

-2 Lookup Category Map : ACTIVITYTYPE - ACTIVITYRESULT - O X

Parent Category:  ACTIVITYTYPE
Child Category: ACTIVITYRESULT

| { Invalid Number /] | Club Demo HO
@ sms Delivered %} Club Demo HO
@&, 1Month Follow Up Continue as normal ™ Club Demo HO
(@, ADVANCED PROGRAM Appointment booked [w] Club Demo Branch B
@, sMSReceived Reviewed M Club Demo HO
(@, sMs Received Do not SMS ticked %] Club Demo HO
@A, sMs Submitted ™ Club Demo HO
%Q Email Failed ¥ Club Demo HO
(@, Email Sent %) Club Demo HO
|@,  1Month Follow Up Gave referrals ™M Club Demo HO
@, 1Month Follow Up Left message O Club Demo HO
@, sms Failed ™M Club Demo HO
Activity Map: [ 4] 4| 1of 12 [ p | pl]
Last Modified
Step 3. Click Add.
The New ACTIVITYTYPE —ACTIVITYRESULT Map displays.

Q [Club Demo HOJ] New ACTIVITYTYPE - ACTIVITYRESULT Map X '
ACTIVITYTYPE: | 1Month Follow Up v
ACTIVITYRESULT : | 'I I

Faled N
‘ Gave referrals i
Last Modified Invalid Number F
New meeting scheduled
New Program vl

Step 4. Select your required ACTIVITYTYPE from the drop down menu.
Step 5. Select your required ACTIVITYRESULT from the drop down menu.

Step 6. Click Save and Exit.
Repeat the process to add as many results as necessary.
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Now when you assign an activity on the member’s screen you will only see the results you have
assigned to that activity. An example is shown below.

43 [Club Demo HOJ] New Activity

S Bxt | (3 b seve m[e!

General

Activity For ... Josh Flighty

Date Due: 11/12/2018, 3:52 PM
Reason: | 1 Month Follow Up
Completed |

Notes:

Q

»

b, o

Assigned To:

Result:

Clubware Support

Duration (Minutes):

0

o P

4

Continue as normal
Gave referrals

Training Program booked

\ Left message

In the above example:
Select an existing member.
Click the Activities tab.

Click Add. The New Activity Screen displays.

Select Reason: from the Drop down menu. (Fitness Assessment).

Select Result: from the Drop down menu. Only those items assigned will be displayed. (As shown in

Step 2 above)

You have completed the steps required to link activity types to activity results in Clubware.
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Machines

The following tutorials describe the most common actions associated with Machines.

Adding a Machine

This tutorial describes the steps required to add a machine in Clubware. A machine can also be
automatically added by logging in after Clubware has been installed.

Step 1. Select Administration | Machines in the navigation panel as shown below.

“#» Administration
B Access Control
ig# Account Fees
&3 Account Recondiliation
4, Lookups

<7 Promotions

[

Step 2. The Machines screen displays in the main panel.
Select Add from the toolbar.

4 Add |7 Edit Lk Delete
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Step 3. A New Machine screen will appear.
Complete the details as in the example below.

=
&) Machine: Test Machine

=3 Exit | [3 b save |0 | @ | GenerateAuhoLogin!

| General |Devices |

Name: Test Machine |
Location Branch: Metro Fitness HO
[T Allow Switching Between Branches
[¥] show Booking Reminders
[¥] Run service Jobs
[7] show Error Notifications

Session Tickets: @ Use Point Of Sale Printer

Use Session Booking Printer

Copies: 1 -

Eftpos Provider: |None 5

Clubware Version:
OS Version:

Last Login:

Last Login Date:

Main Points:

General Tab

Name: Enter the exact name of the computer e.g. GYM1-PC.
Branch Location: Which branch the machine is located.

Allow Switching Between Branches: Allows the machine to switch between branches as
long as the staff member also has the correct permissions. See the tutorial Adding a Staff
Member for more information.

Show Booking Reminders: Displays booking reminders for calendar sessions.
Run Service Jobs: Check this box to allow listed machine to run service jobs.
Show Error Notifications: Allows error notifications to be displayed on the machine.

Session Tickets: Allocate a specific printer for Class session tickets. If a printer is not
added, the default printer is used.

EFTPOS Provider: Allows supported EFTPOS providers to integrate with Clubware POS

Devices Tab

Add, Edit or Delete Devices for this machine. (See the tutorial Adding a Device for more
information.)

You have completed the steps required to add a device in Clubware.
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Adding a Device
This tutorial describes the steps required to add a device in Clubware

Step 1. Select Administration | Machines in the navigation panel as shown below.

“#» Administration
Access Control
¥ Account Fees
&% Account Recondiliation
4, Lookups

<7 Promotions

Step 2. The Machines screen displays in the main panel.
Select Add from the toolbar.

4 Add |7 Edit Lk Delste

Step 3. A New Machine screen will appear. Fill in the appropriate details.
(See the tutorial Adding a Machine for more information.)

Step 4. Select the Devices tab.

Select Add from the toolbar and then select the device type to be configured.

'g Machine: Test Machine &2 = o] |
5.6t | [2 b save |10 ]9 | Ge}rf)er.al?e‘AugoLogi.nV!
‘Generalﬂ
[$ Add | [} Edit l] Delete

#& Camera Port

Zone
g% Cash Drawer

[ Entry Scanner
&# POS Printer

4| POS Scanner

Device: |4 4 ojof 0 p |pl

To configure a Camera, see the tutorial Configuring a Camera.

To configure a Cash Drawer, see the tutorial Configuring a Cash Drawer.

To configure an Entry Scanner, see the tutorial Configuring an Entry Scanner.
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To configure a POS Printer, see the tutorial Configuring a POS Printer.

To configure a POS Scanner, see the tutorial Configuring a POS Scanner.
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Configuring a Camera

This tutorial describes the steps required to configure a camera in Clubware
Step 1. Follow the steps in the tutorial Adding a Device.
Step 2. Select Camera from the drop down menu.

rs Machine: Test Machine L@J —e i
3 Ext | [2 b save ]&@]@{Gmeraueﬁummg@;

General | Devices
[¢ Add |[2 Edit 4 Delete

~ | Port

| Zone
5# Cash Drawer

s
&
[ Entry Scanner
&# POS Printer
4| POS Scanner

A New Camera screen appears.

'b [Test Machine] - New Camera LEJ Ej_w‘
: » .
e Bbsme o

General |

Name: Logitech Camera
V] Default Camera

Machine: Test Machine

Camera Type: @ DirectShow

Device: [(Mm Selection) 2z
Resolution: (Auto Selection) Y.
Framerate: WID Sele:mn) >

7 AviCap32

Main Points:

Name: The name that will appear on the Administration | Machine | Device screen.
Default Camera: Select this check box if you wish for this camera to be the default

camera.

Machine: Select the machine the device is connected to. (See the tutorial Adding a

Machine for more information.)
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Camera Type: Check either Direct show or AviCap32. Clubware will default to
DirectShow.

Step 3. Select Save and Exit. Restart Clubware.

You have completed the steps required to configure a camera in Clubware.
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Configuring a Cash Drawer
This tutorial describes the steps required to configure a cash drawer in Clubware
Step 1. Follow the steps in the tutorial Adding a Device.

Step 2. Select Cash Drawer from the drop down menu.

(9 Machine: Test Machine @J L_‘:_j;—.lg‘
B et | [3 bl s | 0] @ | cenerateAuooon
General | Devices

[¢ Add | [} Edit 7 Delete

Camera Port Zone

Cash Drawer

Entry Scanner
POS Printer
. POS Scanner

28 8 QB

A New Cash Drawer screen appears.

f i£# [Test Machine] - New Cash Drawer [QJ = \
4 Ext | b save | 9 ,
[General |
Machine: Test Machine Q@
Port: |coms v
Cash Drawer Baud: [ 9600 v]
Send String Type: [ASCIINumericAsUnicodeBytes -
Open String: 07
Test
) New Cash Drawer
~ J
Main Points:

Machine: Select the machine the device is connected to. (See the tutorial Adding a
Machine for more information.)

Port: Select the port the cash drawer is connected to.

Cash Drawer Baud: The speed the machine and cash drawer communicate. 9600
is default.

Send String Type: ASCIl is the default string type, however plaintext can also be
selected.

Open String: Defaults to 07
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Step 3. Select Save and Exit. Restart Clubware.

You have completed the steps required to configure a cash drawer in Clubware.
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Configuring an Entry Scanner
This tutorial describes the steps required to configure an entry scanner in Clubware
Step 1. Follow the steps in the tutorial Adding a Device.

Step 2. Select Entry Scanner from the drop-down menu.

(g Machine: Test Machine = =] g‘
S e 0] 0 s

General | Devices
[& Add | [ Edit i Delete

% Camera Port Zone

. Cash Drawer

&
[ Entry Scanner
&# POS Printer

. POS Scanner

A New Entry Scanner screen appears.

P
[ New Entry Scanner
Bt (3 sove | o M

General ‘

Branch Zone:
Machine:

Type:

Front Desk
Test Machine

@) None

© com

Port: com7 S

@ usB

Device:

Entry Gate Port: | '] [Conﬁgure... ]

New Entry Scanner

Main Points:

Branch Zone: Select zone from created list. (See the tutorial Adding a Zone for more
information.)

Machine: Select the machine the entry scanner is connected to.
Type: Select the connection to the machine, either none, COM port or USB.

Entry Gate Port: Configure your gates by adding the post and then adding
configuration details under the configure tab.

Step 3. Select Save and Exit. Restart Clubware.

You have completed the steps required to configure an entry scanner in Clubware.
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Configuring a POS Printer

This tutorial describes the steps required to configure a POS Printer in Clubware

Step 1. Follow the steps in the tutorial Adding a Device.
Step 2. Select POS Printer from the drop down menu.

2
&) Machine: Test Machine

Zone

A New POS Printer screen appears.

—
(@ [Test Machine] - New POS Printer =5 2] lolic ez
ii.t liive ‘E E{
[General |
Machine: Test Machine Q
Name: x
Width (Characters): 40
Always print: 13 receipt copies
Ii POS print receipt automatically
Open Cash Drawer
Line feeds before receipt: 2
Line feeds after receipt:
CutReceipt
(@) Rich Text
| Left Margin (mm):
Right Margin (mm):
Top Margin {mm): m
Bottom Margin {mm): [—(ﬂ
Font: [Courier New x
Font Size: E
[¥]Bold
[¥] 1ndude Logo
[ Test

New POS Printer
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Main Points:

Machine: Select the machine the device is connected to. (See the tutorial Adding a
Machine for more information.)

Name: The name that will appear on the Administration | Machine | Device screen.
Width: Number of characters that should be printed across the receipt.
Always Print: Number of copies to be produced when a receipt is printed.

POS print receipt automatically: Ensures a receipt is printed each time a sale is
recorded in Clubware.

Open Cash Drawer: If the printer is connected to a cash drawer, checking this box
will ensure Clubware opens the cash drawer when a sale is recorded.

Plain Text: Print style for the receipt and printer.
Rich Text: Print style for the receipt and printer.

Test: Test your settings after you have saved, but before closing the configuration
box.

Step 3. Select Save and Exit. Restart Clubware.

You have completed the steps required to configure a POS Printer in Clubware.
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Configuring a POS Scanner

This tutorial describes the steps required to configure a POS Scanner in Clubware

Step 1. Follow the steps in the tutorial Adding a Device.

Step 2. Select POS Scanner from the drop down menu.

2
&) Machine: Test Machine

Bt (3 b seve | 10| @ | eneate utoLoon [

General | Devices

[ Add | [ Edit L7 Delete

#& Camera « | Port Zone
g% | Cash Drawer
[ Entry Scanner
& POS Printer

4. POS Scanner

A New POS Scanner screen appears.

( i ™y
4 [Test Machine] - New POS Scanner = —re

-ﬂegtluga_ve]@!

General l

Machine: ‘i’est Mad1ine

Type: ©) None

p

Port:

© uss

Device:

|

Main Points:

Machine: Select the machine the device is connected to. (See the tutorial Adding a

Machine for more information.)

Type: Select the connection to the machine, either none, COM port or USB.

Step 3. Select Save and Exit. Restart Clubware.

You have completed the steps required to configure a POS Scanner in Clubware.
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Promotions

The following tutorials describe the most common actions associated with Promotions.

Adding a Promotion

This tutorial describes the steps required to add a new promotion within Clubware.

Step 1. Select Administration | Promotions in the navigation panel, as shown below.

“s Administration
Access Control
&# Account Fees
{2 Account Recondliation
(%, Lookups
&) Machines
‘ Resources
3 Security Groups

Step 2. The Promotions screen displays in the main panel.

Select Add from the toolbar.

| add | [ Edit k| Delete
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Step 3. A New Promotion screen will appear.
Complete the details as in the example below.

’ .7 [Club Demo HO] Promotion: 12 Days of Christmas - O X

’cﬁ Ext | [& ko Save |’ @)B
| General Codes

I

Name: 12 Days of Christmas

Description: 1 daily free 2 month membership for the 12 days leading into Christmas

Group: hd
Promotion runs from: 13/12/2018 A Until: 24/12/2018 w

Member can only use this promotion once

Account Templates

|4 Add 4] Remove

Description

2 Mnth Christmas Special PIA

Record: | |4 | 4 1of 1/ p M
Account must start between: Jii ¥ And: I v
Main Points:

Name: Give this promotion a short descriptive name.

Description: The description can contain the parameters of the promotion e.g. who it applies
to.

Group: Allows for sorting on the Promotions screen.

Promotion runs from and until: Dates the promotion can run from and to. These are
optional fields.

Member can only use this promotion once: Allows the member to sign up for the
promotion once only.

Include on Member Source List: If a member learns about your facility because of a
promotion, that information can be assigned to the Source field on the Details Tab of the
member’s screen, as shown below. This can be used to track promotion success and
response rates.

Account Templates: Lists any account templates exclusively related to the promotion. (See
the tutorial Adding an Account Template for more information.)
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Step 4. Save the New Promotion screen. From here you can apply 2 methods to create promotions.
Method 1. — Individual Codes

Step 1. Select the Codes tab. Select Add. By using this option, you are creating associated
with this promotion

New Promotion Code s X

i Ext | [ k] seve | @ B

‘General| Usage

Code: [JNo Code Required
Limit: £ Set limit to 0 for unlimited use
Period Limit: 03 per:

Main Points:

Code: Give this promotion a specific code. E.g. G3TF1T@GYM
No Code Required: Select this tick box if the promotional code is not required.
Limit: States how many times a promotion can be redeemed.

Period Limit: States how many of the codes can be redeemed within a set time period.

Step 2. Select Save and Exit. This code is now available for use in the Web API.
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Method 2. Bulk Codes

Step 1. Select the Codes tab and then Generate Codes. By using this option, you can
create one off codes for specific uses.

Create Promotion Codes X
Number of Codes: 12",
Length: .
Prefix: |
Suffix: XMASDAY
Example: BEBGXMASDAY
Code quality is High

Create Cancel

Main Points:
Number of codes: How many codes are required for the promotion.
Length: Allows you to create a specific length code.

Prefix: You can add a prefix to the code for personalisation to appear at the start of the
promotional code.

Suffix: You can add a suffix to the code for personalisation to appear at the end of the
promotional code.

Example: Displays the output of the promotional code.

Step 2. Select Save and Exit. These codes are now available for use on a member.

Step 3. Add a promotion code to a member and select the search icon. The specific account
template associated with the promotion will be available for selection.

Select OK.
& [Club Demo HO] Member: Josh Flighty - a X
|43 Bxit | [ b save | #A | @ 3B CurrentAccpunt | 51 Card [ Correspondence | <) Payment Refund | 8 Watch !

General Detalls Accounts Fitness Profile Groups Term Classes Classes Bookings Activites Attachments Pre Sales

(3 Add [ Edt L) Delete 52 £ bew Amival | Promotion Code [G7MXMASDAY | &

You have completed the steps required to add a new promotion in Clubware.
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Configuring Promotion Approvals

This tutorial describes the steps required to configure promotions for approval. By using this option,
club managers can control the promotions created by staff and offered to prospective members.

Step 1. Select Administration | Security Groups in the navigation panel, as shown below.

“s Administration
Access Control
¥ Account Fees
{2 Account Recondliation
(%, Lookups
&) Machines
‘ Resources
{1 Security Groups

Step 2. The Security Group screen displays in the main panel of Clubware.
Highlight the security group you want to add the approval permission to and select Edit from the
toolbar, as shown below.

(3 add (7 gdt | i) pelete

Step 3. On the General tab, open the Admin-Promotion security group policy and tick the check box
called ‘Approval_Required’

| Security Group Policy: Admin-Promotions (for Reception User) X
53 Ext | b seve |2
Name Value
2 | View

e e e )
) Delete
‘) Approval_Required
Y Add

Step 4. Save and Exit.
You have completed the steps required to configure promotion approvals in Clubware.
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Approving Promotions

This tutorial describes the steps required to approve promotions for created by staff with security
restrictions. For more information, see the Tutorial Configuring Promotion Approvals.

Step 1. Select Administration | Promotions in the navigation panel, as shown below.

Access Control

ig# Account Fees

{2 Account Recondliation
&, Lookups

&) Machines

. Resources

3 Security Groups

Step 2. The Promotions screen displays in the main panel of Clubware.

Promotions

| Start Date EndDate | AccountStart | AccountEnd | Member Sngle Use | Branch
_13/12/2018 | 24/12/2018 _ [CubDemoHO
1/01/2019 31/01/2019 | Club Demo HO

| Approval Requred | 101/2019 | 14/02/2019 |

In the above example, there is one promotion requiring approval in the status column. Select the
promotion and then edit to open the promotion.
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Step 3. On the promotion toolbar, there are two options: to Approve the promotion or to Reject the

promaotion.

74 [Club Demo HQJ Promotion: January Super Sale =

Group:

[] Member can only use this promotion once
[ tndude in Member Source list

Promoton runs from:  1/01/2019 - Unt: 31/01/2019

| Record: [JIIMA[__ 10f 1 DI

Account must start between: 1/01/2019 v And:  14/02/2019

Selecting the Reject option allows for feedback to be provided as to the reasons why the promotion

was not approved.

17 [Club Demo HOJ Promotion: January Super Sale =

Reason for Rejection: Wrong Account Template

DMenbercmoriyuse&isprmﬂonm
[ 1ndlude in Member Source list

General Codes

Name: January Super Sale

Description: January Sale

Group:

Promotion runs from: 1/01/2019 v Until: 31/01/201%

| Record: [ Y vof 1 k]

Account must start between: 1/01/2019 v And:  14/02/2019
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Step 4: The rejected promotion can then be updated by the staff member. Once saved, the promotion
will again require approval

Step 5: Once the promotion is correctly updated, the manager can approve the promotion.

¢ [Club Demo HO] Promotion: January Super Sale = a X
|4 Exit | [8 ko save | @ [Approve | Reject !
General Codes
i Name:
Description: January Sale
Group: -
Promotion runs from: 1/01/2019 v Until: 31/01/2015 v

[C] Member can only use this promotion ance
[[] 1nclude in Member Source list
Account Templates

L4 Add ] Remove
P

Description

& | 6 Month Direct Debit

Record: |4 | 4 tof 1 b |kl

Account must start between: 1/01/2019 v And:  14/02/2019 v

You have completed the steps required to approve or reject promotions in Clubware.
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Resources

The following tutorials describe the most common actions associated with Resources.

Adding a Resource
This tutorial describes the steps required to add a new resource within Clubware.

Step 1. Select Administration | Resources in the navigation panel, as shown below.

“» Administration
Access Control
&# Account Fees
&) Machines

.7 Promotions

o]

7 Resources

[7 Security Groups
£ service Jobs
& Staff Members

Step 2. The Resources screen displays in the main panel of Clubware.
Select Add from the toolbar, as shown below.

o add | [] Edit k| Delete

Step 3. A New Resource screen displays.

‘ @ (Club Demo HOJ New Resource = X
et | B bse 0o
General
Description: |
Group: v
[ 1s Location
~Charge
Per Session: $0.00 @
L'er Person: $0.00 O} o
Notes:

| ccubemorio] NewResooree |

Step 4. Enter the details required for this resource.

Description: Enter a name for the new resource.

Group: create a specific group for the use of the resource. E.g. Swimming, yoga etc.
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Is Location: Use this checkbox to allow the resource to be booked as a location

Charge: Enter the default charge for this resource. This sets the default charge value when adding a
booking using the resource. (This field is optional).

Step 5.Save and Exit the New Resource screen.

All resources will be available on the Calendar, Classes and Term Classes within Clubware.

You have completed the steps required to add a new resource in Clubware.
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Security Groups

The following tutorials describe the most common actions associated with Security Groups.

Adding a Security Group
This tutorial describes the steps required to add a new security group.

Step 1. Select Administration | Security Groups in the navigation panel, as shown below.

7» Administration
Access Control
i§# Account Fees
.7 Promotions
' Resources

@ Security Groups

oy

%2 Service Jobs
& Staff Members
User Defined Fields

Step 2. The Security Group screen displays in the main panel.
Select Add from the toolbar.

o add |7 Edit L Delete

A New Security Group screen displays.

) [Club Demo HOJ New Security Group — O X
Gt | GHse 0ol

Group Name : |

Description :

Baseon : @

Admin Level : v
[Club Demo HO] New Security Group

Step 3. Enter a name for the new group, and a short description.
In the Base on dropdown menu, select a group that best matches the settings you want to use.

Select an Admin Level similar to the level you will be creating for your new group.

Note: You will be able to modify these settings when the new group has been saved.
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The screen displays as shown below.

) [Club Demo HOJ] New Security Group

Group Name : Reception User

Description : Use this security group for all reception users

Base on : Club Users Q
AdminLevel:  User v

Step 4. Save and Exit the New Security Group screen.

The new group displays in the Security Groups screen as shown below.

Security Groups

 Default Administrator Security Settings | Metro Fitness
Default User Security Settings Metro Fitness
i Use this security groups for all new r etro Fitness

Step 5. Double click on the new group and the screen below displays.

[Club Demo HO] New Security Group

1) [Club Demo HO] Security Group: Reception User - O X

Description : Use this security group for all reception users

Adminlevel: |User

General Reports
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Each Security Group has a number of policies associated with it.
Each policy refers to a separate area of functionality within the system.

Step 6. To edit a policy, select the required policy and click Edit on the policies toolbar. A screen
similar to the one below displays.

1 Security Group Policy: Front Desk (for Reception User) X

B eat bl see |0
Name Value A

@ [View Tmetable | % ]

o  View_POS
View

‘) RefundConcessions
Refund
Open_POS
Open_Front_Desk_Gate
Allow_Price_Change_At_POS

7 Allow_EFTPOS_Logon

) Allow_EFTPOS_Control_Panel
Allow_Discount_At_POS
Allow_ConcessionPacks_At_POS
Allow_Change_Barcode_At_POS
Allow_Cashout_Without_Purchase_At_POS
Allow_Cashout_At_POS

<]

OORRRKORNORRKNORRER

Step 7. Check or uncheck options in the Value column depending on your requirements.

Step 8. Save and Exit the Security Group Policy screen.

You have completed the steps required to add a new security group in Clubware.
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Editing Report Permissions
This tutorial describes the steps required to create report permissions within Clubware.
Step 1. Select Administration | Security Groups in the navigation panel, as shown below.

“» Administration
B Access Control
ig# Account Fees
%5 Promotions
° Resources
».~ Service Jobs
& staff Members
User Defined Fields

Step 2. The Security Group screen displays in the main panel. Select Edit to open the security
group you wish to change report permissions for. Once this opens, select the Reports tab to show
the reports available, as shown below.

[Club Demo HOJ Security Group: Reception User = a X
|55 Ext | (3 b save | | w!
Group Name : Reception User
Desaription : Use this secunty group for all reception users
Admin Level : User -
General Reports
Group | Report | Fiter View View Filter Criteria  Export Schedule
4) Accounts [w] ™M [w]
= Actvites f Bookings [w] M [w]
BT scoviy List ] f [E e
1) Activity List - With Notes @ @ [Z @
) Booking Attendee List m] (m]
+) Booking Attendess [m] %] %] (m]
+) Booking List [m] %] %] (m]
[m] M M m]

+} Booking Recondlation

Main Points:

Group | Report | Filter: According the tabulation of the report name, shows if it is a report
group, report or report filter.

View: Allows the security group to see the Group | Report | Filter.

View Filter Criteria: Allows the security group to see the filter criteria when running the
report from the reports screen

Export: The ability for the security group to export reports is controlled from here.

Favourite: Allows the group, report or specific filter to display for use on the Favourite
Reports tab. (See the tutorial Configuring Favourite Reports list for more information.)

Schedule: Controls the scheduling permissions for the security group.
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Step 3. Check the box to allow permission and uncheck to remove access. Select Save and Exit
when completed.

You have completed the steps required Edit Report Permissions in Clubware.
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Staff Members

The following tutorials describe the most common actions associated with Staff Members.

Adding a Staff Member
This tutorial describes the steps required to add a new staff member within Clubware.

Step 1. Select Administration | Staff Members from the navigation panel, as shown below.

7 Administration
Access Control
&# Account Fees
£3 Account Reconciliation
£ Service Jobs
User Defined Fields
MA \Watches
@5 Web Api Clients

Step 2. The Staff Members screen will display in the main panel.
Select Add from the toolbar.

| o Add |7 Edit k| Delete Indude Ended smFFMmbers!
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Step 3. The screen below displays.

5 [Club Demo HOJ New Staff = O X

;QE&IIBHSMQ @‘@oTransfef!

General Photo Notes Public Notes Branches

~Name

| Date of Birth: ! v
Title: s
5 Gender: O Female ® Male
First: |
Position:
Last: s
Commission %: 0
| s Start Date: Il "
~—Bookings
3 -
[[] Allow booking as a resource nd thate: L
—Seaurity
Per Session: $0.00 @ 2
S } Default Login ID:
Per Person: $0.00 O
Password:
~ Addresses
Group:
Street:
Last Login: !
Card Number: Change
Suburb: Pin Number: od
. Postcode:
State: e Transferred from branch:
Access Level: No Access Level i)
~Phone Numbers
~Email . | Home...
Email: Business...
» . Mobile...

Step 4. Complete the fields as required including First Name, Last Name, Login ID, Password, and
Group as a minimum for a staff member you want to provide login access to Clubware.

General Tab:
First Name: The staff members’ first name.
Last Name: The staff members’ last name
Position: The staff members job title for informational purposes only.

Login ID: This is what the user will select from the dropdown menu when logging into
Clubware from the login screen.

Password: Enter a password for the user.

Group: Select a security group the staff member will belong to. This will affect access to
different areas of the system.

Card Number/Pin Number: If your facility is 24 hr and this staff member requires access.

Bookings: This is the default cost to members of adding the staff member to a booking. You
can override this value when making a booking. Allow booking as a resource if you want
this staff member to be available for bookings.
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Photo Tab: Staff Member images can be loaded here.
Notes Tab: Any pertinent notes such as Availability and qualifications can be added here.
Public Notes Tab: These notes will display through the online bookings portal.

Branches: If the staff member works at several branches in a multi-branch database, these
can be added here instead of adding a new staff member at each branch.

Note: The staff member needs to be created in the Head Office branch to be able to
access multiple branches/branch groups. Access to Head office is not set by default in
this situation.

Step 5. Save and Exit the New Staff screen.
You have completed the steps required to add a new staff member in Clubware.
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Configuring Staff for multiple branch access

The following tutorial outlines the steps required to configure staff members to allow access to
multiple branches. This function is ideal for regional managers and staff who work over multiple
branches and do not need access to all branches.

Note: The staff member must be located on Head Office to show the Branches tab.

Step 1. Select Administration | Staff Members from the navigation panel, as shown below

“» Administration
Access Control
&# Account Fees
&3 Account Recondiliation
€3 Service Jobs
User Defined Fields
A \Watches
@ Web Api Clients

Step 2. Select the staff member and then Edit from the toolbar on the Staff Members screen.

Step 3 Select the branches tab. Select Add and then add the Branches or the Branch group the staff
member will need access to.

& [Club Demo HOJ Staff: Bill Smith - 0 X
|43 Bxt | (3 b save | 60 | @ & Transfer l
General Photo Notes Public Notes Branches

Branches Branch Groups
Branch Name

wt | Club Demo Branch A

5 Club Demo Branch B

Step 4. Select Save and exit.
You have now completed the steps required to configure staff for multiple branch access.
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User Defined Fields

The following tutorial describes how to create User Defined Fields.

Adding a User Defined Field
Step 1. Select Administration | User Defined Fields from the navigation panel, as shown below.

“# Administration
B Access Control
¥ Account Fees

& Staff Members

f8 User Defined Fields

MA \atches
@5 Web Api Clients

% Zones

Step 2. Select Add from the toolbar on the User Defined Field Screen.

A New User Defined Field screen will display
Enter information as shown in the example below.
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E [Club Demo HO)] New User Defined Field X

i Ext | (5 bl save | o B

Type:
Name:

Group:

Long Name:

Data Type:

Description:

Validation RegEx:

Member v
Nationality
Personal v
Nationality
String v

The nationality of a member

RegEx Validation Error Message:

Length:

30 =

Lookup Data Category: NATIONALITY

Main Points:

[ ut visible

[AGrid Visible !

[ ap1 visible

[ Grid search visble

Improve Search Performance
[ muttiine

D Required

Type: This refers to the area within Clubware the User Defined Field will be active

Name: The name of the User Defined Field

Group: Allows for sorting and ordering on the User Defined fields tab

Long Name: This will be the display name of the User Defined Field.

Data Type: Defines the data type required

Boolean - Yes/No
Currency - Money

Date - Date Only
DateTime - Date /Time
Decimal - Large Numbers
Integer - Small Number

String - Alpha Numeric expression

Description: There are internal notes for staff outlining the exact use of the User Defined

Field

Validation RegEx: Regular Expressions can be added to Clubware should additional
information such as vehicle registration numbers/drivers licence details be required. An
internet search can assist in creating this.
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RegEx Validation Error Message: Allows you to create a personalised error message to
display should the details entered in the RegEXx field not match the parameters.

Length: If the data type chosen is a string, then the option of a length will be given. This can
be as many characters as needed

Lookup Data Category: Allows custom lookups to be used. (See tutorial Adding a Lookup
Item for more information.)

Ul Visible: Allows the field to be seen in Clubware
Grid Visible: The User Defined Field will display on the grid of the selected type.

API Visible: Allows use with the Web API. Please contact Clubware Support for more
information on this.

Grid Search Visible: Allows the user to search on a grid for this user defined field.
Improve Search Performance: Allows the field to be reported on.
Multiline: Allows string types to populate over multiple lines.

Required: Make the User Defined Field compulsory.

Step 3. To be able to create report filters this field, the field needs to be enabled within Data Design.
See tutorial Adding / Editing a Data Design for more information.

Step 4. If you require the field to be visible on a report, see the tutorial Modifying a Report Layout for
more information.

You have completed the steps to add a User Defined Field in Clubware.
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Watches

The following tutorial describes how to create a Watch for a member.

Adding a Watch on an individual Member

Step 1. Open the Member Record. (See the tutorial Finding a Member for more information.)

Step 2. Select Watch from the toolbar

& [Club Demo HO] Member: Josh Flighty - m} X

General Detalls Accounts FitnessProfile Groups Term Classes Classes Bookings Activities Attachments Pre Sales
e . — ] Dateofsith: 12/01/1988 ~  (Age30)
Title: Mr 'f Aliases. ..
—_— Gender: O Female ® Male
First: Josh
Status: Active
Middie:
Employer: Clubware Q
Last: Flighty

Step 3. Click on Add

Add Edit Delete

Step 4. Review and enter the appropriate Action and Reason (see Main Points in the tutorial Adding
Watch criteria Via Administration)

M [Club Demo HO] New Member Watch - >4

Action: ot
Group: e
Reason: 7 v

[Club Demo HO] New Member Watch

You have completed the steps required to add a watch to an individual member in Clubware.
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Adding Watch criteria via Administration
Step 1. Select Administration | Watches from the navigation panel

s Administration
Access Control
&# Account Fees
User Defined Fields

@ Web Api Clients
% Zones

Step 2. Click on Add

Step 3. Enter the Watch criteria and specify an Action and Reason

M4 (Club Demo HO] New Member Watch

First Name: Josh

Last Name: Fiighty|

Date Of Birth: £ -

Email:
Phone Number:
Postcode

Action: [ -

Group:

Reason:

[Club Demo HOJ New Member Watch
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Main Points:

You do not need to complete all fields. Only the fields with values will be compared when
determining if a member meets a watch list

Display Matches: Click this button to view members who meet this watch list
First Name: Enter a value to watch members with a first name matching this
Last Name: Enter a value to watch members with a last name matching this
Date of Birth: Enter a value to watch members with a D.O.B. matching this
Email: Enter a value to watch members with an email matching this
Phone Number: Enter a value to watch members with phone number matching this
Postcode: Enter a value to watch members with postcode matching this
Action: Choose whether to

= Stop At Gate: place a stop on the account

= Warn: warn the user when adding an account

= Block: prevent the user from adding an account
Group: An optional grouping or classification of the Watch

Reason: the reason that will be displayed when an account is added to a member who
matches this watch list.

You have completed the steps required to add a watch criteria via administration in Clubware.
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Zones

The following tutorial describes how to add a Zone in Clubware.

Adding a Zone

Step 1. Select Administration | Zones from the navigation panel

~# Administration
Access Control
&# Account Fees
M \Watches
@ Web Api Clients

v

Step 2. Click on Add

|A_dd [/ Edit k] Delete

Step 3. A New Zone screen will appear.
Complete the details as in the example below.

~ [Club Demo HO] - Zone: Reception — X

G | Skse o

General Entry Scanners

Name: Reception
Group: Entry v
Micreate Visit’ Points Earned: 0

Use concession

Auto Attend Sessions and Bookings (i)

Include in Visit Count
{4 validate Member
[ validate Membership
Direction: Entry s
Secondary Direction:  Exit v
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Main Points:
General Tab
Name: Enter the name of the zone.
Group: Create and allocate a group to sort different zones
Create Visit: Create a visit for the member in Clubware

e Use aconcession: Tick checkbox to allow concession to be deducted when the
arrival is created

e Auto Attend Sessions and Bookings: Arrive the member to classes and bookings
at this point

e Includein Visit Count: Add a visit to the members visit count

Points Earned: If you want to use the loyalty system and assign loyalty points to members
based on visits, enter the number of points to award here.
These will be awarded when a member records a visit at the facility.

Validate Member: Ensures the member is active.

Validate Membership: Ensures the member has an active membership and is not overdue
or has a Stop at Gate.

Direction: Denotes if the zone is an entry or exit point.
Secondary Direction: Allows the zone to be a multidirectional access point

Entry Scanners Tab

Add, Edit or Delete entry devices for this machine. (See the tutorial Adding a Device for
more information.)

You have completed the steps required to add a Zone in Clubware.
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Release Notes

Clubware 2.6

Major Features

Activity Templates (100)

Individual or groups of activities can be added to a member based on a template. See
d2h_bmk__ Ref360614580_121

Access Control Integration with Paxton (96)

We have integrated with an access control hardware provider, allowing flexible control of entry points
by members.

View Paysmart account details (172)

A new screen has been added that opens from the account screen to display Paysmart account
details, to assist with reconciliation between Clubware and Paysmart. Click on the Paysmart button
on a Paysmart billing account.
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H PaySmart

H PaySmart Account Details

Exit Hyafresh!

| Payments I ‘Web Notes

Customer Details

Customer Reference: 12345

First Name: lehn

Last Mame: Smith

Date of Birth: 01/01/1970
License: 1234567
Cortact Details

Address: 12 Warramalu Ave
Suburb: SEAFORTH

State: NSW Post Code:
Mobile: 0415555555
Phone Home:

Phone Waork:

Email:

2092

Bank Account Details
Accourt Type:

PaySmart Details
FFAID:

Status:
Contract Start:
Mesd Debit:
Biling Period:
Payment:
Tem:
Amourt Paid:
Amourt Overdue:
Active
FTA

Cortract by Value

Visa / Mastercard

Ty
Suspended
27/11/2009
5/07/2M3
Fortrighthy
§240.00

13
§22,200.00
$0.00

View Debitsuccess account details (91)

A new screen has been added that opens from the account screen to display Debitsuccess account
details, to assist with reconciliation between Clubware and Debitsuccess. Click on the Debitsuccess

button on a Debitsuccess billing account.
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|JaneDDe

(09) 444 4444

DOB: 01/01/1987
027 77T 77T Gender:

Jim

Female

Email:

(021) 222 2222

(09) 444 5555

12 Queen Street, Bonneville, Harper City, 0111

PO Box 444, Harper City
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‘0 Debitsuccess Account Details
o Bt [ Refresh

Biling Ret: CWTN55573
Loaded Date: 27092012
Last Updated Date: 27092012

Last Reversal Reason:
Overdue Status: Mot owerdue
Owverdue Amount:
Catch Up:
Payment Stopped Until:
Suspended Until:

Type Start Date End Date
Recuming 15/03/2012

Start Date:
Finish Date:
MNext Biling Date:
Last Biling Date:
Tem:

Set to Term
Instalment:

Frequency:

Minimum Tem Total Value:

Frequency

£53.16 | Monthly

14/03/2002

15/07/2013

0 Manths

£53.16
Manthty
£850.56

How To’s (456)

Links have been introduced throughout the application for How To guides.

How to... |!

Member Screen Overview

Finding a Member

Adding a Member

Warking with Member Photos
Adding a Booking for 3 Member
Adding an Activity

Adding an Attachment

Adding a Fitness Program for @ Member

Completing a Pre-Screen Questionnaire

Adding an Assessment
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e Billing Provider Stop Note field added and stops will be enforced by default.

e Activities now record the date it was completed. (178)

e Add USB Support for HID Scanners supported by Clubware (54)

e Arrivals screen now supports opening multiple gates and access control doors. (777)
e Change Barcode for Member at POS (227)

e POS screen will now popup if minimised when a product or an account barcode is scanned on a
POS scanner. (693)

e Failures to connect to scanners, access control doors, gates etc. will now display in a
notifications screen.

e The payment amount for a refund is set to the total refund amount. (641)

e Staff name and member name now displayed as first and last name on activity screen and
member activity tab. (563)

e Calendar now supports deselect all for resources and instructors and a today button. (38, 41)

e Billing provider fields on accounts are now disabled if they are non-billing by default. This can be
enabled in Tools | Options | Billing Providers | Enable billing fields on non-billing accounts).
(1169, 1260)

e Members can be searched by DOB day and month. (138)

e Account renewal process updated (477)

e Visit history report via member screen now includes visit total and name. (144)

e Add 'Reset Points' button on member detail screen, this can be enabled in security. (37)
e Prospects can be searched by additional fields. (159)

e The account lookup screen will only show billing account templates on the unmatched members
screen. (1189)

e Account invoices are now ordered by type and date. (143)

e InTouch Integration. (207)

e Add account description to the POS audit trail. (141)
e Reports can be exported to plain text CSV format. (477, 137)
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e Printing order of the address labels are now sorted by last name. (148)

e New receipt printer settings for margins, including club logo, cutter, open cash drawer and font
details (182)

e Account and account templates have a new billing provider field so specific validation can be
applied based on the billing provider. (565, 725, 1170, 1188)

e Expected frequency and amount may be set on Account and Account Templates. This can be
used to compare the expected frequency and amount with the billing provider’s frequency and
amount. (173)

e Show status on splash screen when connecting to com/USB/access control. (234)
e Clubware has been certified by Microsoft to be Compatible with Windows 8. ()

e Clubware 2.0 has been rebranded to Clubware.
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e A member is no longer stopped at arrivals if their account expires today. (55)
e POS hot key popup items are now sorted by product name. (52)

e Arrival screen now displays “Expiry Due” instead of “Expired” for accounts that are due to
expire. (614 )

e Last assessment is now displayed on the arrivals screen. (56)

e Activity screen grouping now displays correctly when grouped by due date. (47)

e You can now make a payment/refund through POS greater than account total. (1197)
e Visit warnings only show if the option is ticked. (57, 616)

e Parking a sale after printing a receipt for an account payment no longer shows that account on
the subsequent receipt. (1164)

e Branch open and close times now show correctly on the calendar. (42)
e CTRL+F9 shortcut key now takes you to the resources and instructors calendar. (142)
e Adding a new time slot to the staff rostering no longer displays an error. (58)

e The calendar now warns if an instructor isn’t available between multiple available time slots
(147)

e The new staff roster button is now enabled if you have the correct security permissions. (303)

o Preferred contact and address logic updated. (35)

e Scanned or manually entered barcodes that are already assigned to another account will now
prompt to move barcode. (140)

e Member search screen now sorts by branch, last name, first name. (145)

e Guarantor prompt now only appears once when adding a new member. (1275)

e Account end date is now calculated correctly when you adjust the term length. (615)

o Preferred time to call can be added when saving a new prospect. (45)

¢ Member form no longer freezes when changing an address and tabbing through state field. (49)
¢ Hold and suspend date no longer changes before save in some cases. (940)

e End date now saves when an end date is entered manually on a new ongoing account. (59)

e Member notes save when adding an account on a new member before saving the member. (43)

e Anissue has been resolved with a new account being saved without a branch in some cases.
(139)
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e Printing purchase order from order screen now displays the full club name. (50)

e The same barcode can no longer be used on a product and account. (541)

e Reports based on the Member_AllinformationCurrentAccount view are now sorted by member
last name. (622)

e Account payment refund quantity is now displayed as a negative on the POS Audit Trail. (39)

e Hyperlinks now work when using email as attachment merge or file merge. (1100)
¢ Inserted images in correspondence are now left aligned by default. (51)

e The activity notes field is no longer limited to 320 characters on activities when created using
the activity merge wizard. (53)

¢ Duplicate PDF files are no longer sent when using email as attachment merge option in
scheduled correspondence. (239)

e Correspondence error no longer displays when using the back button. (238)

e Mobile numbers are no longer prefixed twice with the country code when sending sms if the
country code is already included in Clubware. (211)

e Options no longer take a long time to load in a cloud environment due to checking com ports.
(222)

e Branch drop down in options no longer shows deleted branches. (36)
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Clubware 2.7

Major Features

Group Exercise

A new classes module has been added to support group exercise and the existing class management
module has been renamed to term classes. It allows creation of classes and sessions that can be
booked from the timetable in the front desk module, the arrivals area or the members screen.

Classes can be configured to allow members, accounts, concession accounts, casuals or anonymous
attendees and a cost if required. Classes can also be linked to resources, instructors and locations
which will show in the relevant calendar.

The POS screen can be used to make a payment for a session and the purchasing of concession
packs. A booking ticket can be printed for proof of booking when attending the session or to allow
entry.

Online Bookings will be available in the next release of Clubware which will allow members to book
classes using a website on their computer or smart phone.

Timetable

& Refresh (@ fEj10/2013 ~ @) Days 3 3 | Filtery | ] ! Add Attendee  Add Anonymous | 5 | [
| Wednesday, 23 October Thursday, 24 October 2013 Friday, 25 October 2013 ABS
6:00 a.m. A BS Duration: 45 minutes
Start: 23/10/2013 11:00 a.m.
. 9] . .
7:00 a.m. Bike Bike Bike Payment: At tine of booking
Description:
FULL Staff Notes: )
10:00 a.m. Step Step o
Resources:
ABS ABS ABS Location:
11:00 a.m. Price: Member $0.00
B[ ke B[ ke Casual £0.00
Atendees: 5
= Anonymous Free
2:00 p.m. Step Step Step oo rree
Jamie Test Free
3:00 p.m. ABS ABS ABS Smith Tester Free
Andrew Tester Free
6:15 p.m. Bike Bike Bike
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Arrival Popup Screen

Redesign of the arrival popup screen to show more information and allow actions directly from the
popup. The arrival popup has the following features plus more:

e A pay button is shown for overdue accounts if payments through POS is enabled in options.
e A pay button is shown for unpaid classes.

e Arecharge button is shown for concession accounts that are low or have no concessions
remaining.

e Messages are more descriptive without the need to read tooltips.
e An open button is shown for members that have activities they are overdue or upcoming.
e The member’s photo can be taken if missing.

e The arrival message on a members account is always shown and will stop the member if stop at
gate is ticked on the account.

e Allow or deny buttons will show for members that are stopped, allowing the staff member to
choose if the member is allowed entry, this will be recorded and shown in the arrival area.

e Allowing a member will open the gate for the arrival zone.

e Aremove button will show for members that are on hold allowing the hold to be removed.
e Visits can occur for members with no accounts but will be stopped by default.

e Visits can occur for deleted accounts but will be stopped by default.

e Member’s last reciprocal visit will show in the members area.

e The manual arrival screen will no longer show and has been replaced with the standard arrival
popup screen.

e The new arrivals button in the arrivals area allows the selection of the arrival zone.
e The class or booking that was auto attended will be shown.

e Concession accounts can no longer go into negative concessions.

John Smith
12 Month Cash Membership

&4 This account is overdue

u.ﬁ.cﬁuity overdue: 22/10/2013 2:30 p....

Take Photo
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Navigation

The navigation pane shows all modules stacked and allows expanding and collapsing by double
clicking, this will allow quick navigation between modules. A single click on the module header will
show the dashboard for the selected module.

¥, Front Desk
&# Point of Sale
£ Arrivals
&3 Activities
oY Workday
i Timetable
) Members
& Members
& Prospects
& Groups
77 calendar
% Resources & Instructors
™7 Bookings

[P (Clace Calendar

Member Search

e The member search now defaults to a common search which automatically searches the
members name, barcode, card number, phone, email, billing reference and Alias. Individual
fields can still be searched by changing the search type. The default search can be changed
back to Fullname via a setting in options. (2143)

e The member search now defaults to showing a list of recently used or arrived members to allow
quick selection of members. (2143)

e The member search now has a new search type for Reciprocal Members, this will be available
when searching for members from arrivals, POS, sessions, bookings and activities. The search
is limited to name, DOB, barcode and card number and will only return the first 20 records. This
can be disabled in options by unticking allow reciprocal member search. (1478)

e Search types are now grouped to allow quicker selection. (2174)

Clubware Manual Release Notes o 499



e The POS screen now supports resizing and maximising. (1336)

e The product menu buttons are no longer limited to 8. Additional product menus can be created
by adding hot key menus from the lookup area in the administration module. (1336)

e A product menu button that contains only 1 product will now show as the product name and will
create a new sale item when pressed instead of showing the product menu screen. (1602)

e Maximum quantity for a sale item in POS has changed from 300 to 999. (2095)

e The Paysmart Billing Sync will now run automatically every hour or can be run from the
synchronise menu on the main screen as required.

e Payments are synchronised as soon as the payments clear instead of when they are settled.

¢ New members will show in the unmatched members screen once created at Paysmart instead
of only after the member’s first payment.

e Billing provider stop notes are populated for overdue and cancelled accounts and will be
stopped at gate by default. This can be turned off using a setting in options.
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e The auto attend settings in options has been changed from hours to minutes. (1342)

e Change the default search on Activities and Workday home screens to Date Due. (2481)

e Calendar background colour changed and lines have been refined. (1474)

e Ability to Cancel or Restore a booking from inside the booking (1477)

e A card number can now be recorded against a member. The card number field is shown on the
details tabs of the member screen and allows a card number or fob number for access control to
be allocated to the member and not a specific account. (1344)

e The prospect screen now has tabs for details, bookings, attachments, classes, and groups.
(642)

e Concession usage is now recorded and shown in a new concession usage tab on the members
concession account. (1396)

e Promise payments are now supported using “allow entry if overdue until” on the account screen.
This can be used to allow members entry till the selected date when their account is overdue.
(1203)

e Prevent editing of the term on the account screen if not allowed to edit the account end date.
(2097)

e Corporate details can be stored against an account. A new corporates area has been added to
the administration module to create, edit and delete corporates. Account templates can then be
marked as available for corporate members only, which will show a new corporate tab on the
account screen. (2100)

e Inactive members can be converted back to prospects. (642)

e Term classes now shows search dialogs instead of dropdowns to allow quick access to create
and edit. (1812)

e Allow account to be used at other centres can now be set on an Account Template. If ticked
then any accounts created from the account template will allow entry at other branches. This is
ticked by default for membership accounts. (1683)

e Fitness program templates can now be created, edited and deleted in the administrator module.
(1536, 2117)
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e Search screens can be limited to return a maximum number of records. All records can then be
displayed by clicking the ‘Show All’ link, which can be disabled in security settings. (2457)

e Custom buttons can now be added to the main screen, member screen and account screen to
open applications installed on the local machine. These can be setup in the user defined
buttons area in options. (2012)

e Selected search screens will show add and edit buttons if you have permissions that allow
locations, resources, and product groups etc. to be created or edited directly from the search
screen. (1682)

e Unmatched members will now prompt for an account when matching members and the member
only has one account. (2010)

e Support for Paxton Access Control Software Version 4.28. (2436)
e Mobipost's Logo has been updated. (2009)
e New zones default Log Visit, Validate Member, Validate Membership to ticked. (2388)

¢ New settings to limit which machines can run service jobs and for which branch. (2464)
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e POS Refunds swapping to positive totals when incrementing quantity using product hotkey.
(2493).

e Shortcut for change staff member on the POS screen has changed to F2 to prevent conflict with
new arrival shortcut. (1666)

e Transaction date and applied date for $0 transactions are now saved correctly when selling
concession pack and products. (1707)

e Reciprocal members are not getting stopped on re-entry attempt (2370)

e Charges generated incorrectly in a series (2428)

e Minor fixes with creating and editing member fithess programs. (1536)
e Delete key now working in the members area. (1992)

e Hide WebExpress link on a Paysmart account once the reference has been moved or changed.
(502)

e Stocktake grid now refreshes after a stocktake is completed. (1665)
e Stocktake grid now returns all results instead of the default number of records to display. (2091)

e Hot key menus are now sorted on the product screen to match the sort order shown on the POS
screen. (1673)

e The Visit Summary (Account) report now includes reciprocal visits.

e The Visit Summary (Member) report is now the members total visits, not the total visits for the
current account only, and includes reciprocal visits.

e The Visit Graph reports now includes reciprocal visits.

e Ctrl-Alt-Del on the reports grid no longer shows the deleted dialog. (1667)

e Member information view now displays money fields to only 2 decimal places. (2344)

e SMS text messages were being limited to 320 characters, the new limit is 2000 characters for
Adhoc messages and 1500 for SMS correspondence documents. (2432)
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e SMS service job fails if a contact record has a null value for mobile phone number (2462)

e SMS text are being marked as duplicate if a previous text has failed. (2463)

e Added a blank option for access control group on the account template screen. (1632)

e Bulk card page setup no longer shows an error if the printer has been removed or doesn’t exist
on the local computer. (1711)

e Administration dashboard is now ordered alphabetically. (1398)
o Staff members can no longer login if they aren’t in a security group. (1993)

e Minor fixes for the staff screen. (1041)

e Desktop shortcut renamed from Clubware 2.0 to Clubware. (1473)

¢ Renewal accounts now move the barcode on expired accounts before access control is synced.
(2287)

e Closing or reconnecting serial ports may cause the system to hang in a Citrix environment.
(1462)

e Rename "Show reminder for activities due in" on the entry tab in options to include bookings.
(1398)

e The re-sync button for access control is no longer visible if the access control provider is set to
none. (1043)

e Removed update reciprocal members on the maintenance screen. (1664)
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Clubware 3.0

Major Features

Member Website - Online Bookings

A new member website has been created to allow members to book classes online. Clubware will
sync classes, sessions and member details to the website which is hosted by Clubware and display a
timetable for each branch to the public. Members with valid email addresses can request a password
and login to book a session, any sessions that are booked will be synced down to Clubware. (1334)

Please contact Clubware Support for training and to setup a member website for your club.

&% Metro Fitness Timetable x

>

6:00 a.m.

9:00 a.m.

10:00 a.m.

11:00 a.m.

2:00 p.m.

3:00 p.m.

6:15 p.m.

11-06-2014

= All Classes

Wednesday
11 Jun

Bike

Step

ABS

Bike

Step

ABS

Bike

T memberwebsite@clubware co.nz
@ New Zealand Standard Time

[ C' [} https;//member.clubware.co.nz/YourGymz2/TimeTable

w O

Register  Login

v All Groups v All Instructors v
Thursday Friday
12 Jun 13 Jun
ABS

Bike Bike
Step
ABS ABS
Bike Bike
step Step
ABS ABS
Bike Bike

Copyright @ 2014 - Clubware Ltd. All rights reserved.

Access Control Integration with Inner Range Integriti

We have integrated with Inner Range Integriti (version 3.2.3) for access control. (3072)

Please contact Clubware Support or visit the following website for additional details:
http://www.innerrange.com/products.php?id=195
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e Invoices can now be dragged and dropped between member accounts. (2622)

e A new security setting has been added to allow email address and user defined fields on the
member screen to be compulsory fields. (2555)

e The Debitsuccess Account Details screen now shows the docket number on the transaction tab.
(2628)

e The member area and member lookup screen now has a Scan Now button to search for a
member by scanning their barcode or card number. (3540)

e A new security setting has been added to disable filters being created for reports and
correspondence. (2624)

e The grouping of settings in the options screen has changed to allow for better management.
New security settings have been added to allow certain groups to be disabled. (2585)

e A new security setting has been added to prevent new groups being created in the following
screens: Account Template, Corporates, Activity Template, Product Group. (2554)

e The visit time can now be adjusted to support a Paxton server being in a different time zone to
the branch. (3087)

e Support for Paxton Net2 access control software version 5.1. (3091)
e Support for SQL Server 2014. (3164)

e Access control levels can be created against the Head Office and will then apply to all branches.
(3417)
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e The arrival popup is pinned and the stop sound is played if a members account is due to expire
within the 'stop if due to expire in less than' setting. (2591)

e Switching hot key menus now closes the previous hot key menu. (2817)

e The arrival popup is now being displayed for the correct number of seconds that is configured in
options. (3008)

e Avisit created by Paxton will now be created with the correct entry allowed or denied outcome.
(3238)

e Reward points are now deducted when products are refunded at POS. (3250)

e Reciprocal member accounts can no longer be opened from the arrival popup if the branch
doesn’t have rights to edit reciprocal members. (3282)

e Duplicate visits are no longer recorded if multiple Clubware instances are open when using
Paxton Net2. (3416)

e Arrival popup outcome is now correct for users in Net2 that don't exist in Clubware. (3460)

e Auto attendance now works for charge account bookings. (3395)

e The member visit info screen is no longer limited to the last 500 visits. (2626)

e Members deleted from a billing group will no longer be stopped during an arrival when the billing
member is overdue. (2613)

e Session bookings on the member screen can now be sorted by class name. (3232)

e Grace overdue is now correctly calculated when an account is edited and the grace days setting
is set to 0 days. (3290)

e Member status calculation is now correct when account or hold ends today. (3299)

e Member statuses are no longer left as Inactive if the maintenance fails while updating the
member statuses. (3308)

o Deleted staff will no longer show on the staff roster page. (3014)

e Generating an order containing products with no units per outer no longer displays an error.
(2523)

e Selecting a parent group header when adding a product group to a product no longer displays
an error. (3025)
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e Members with only a concession account can now be booked into a class allowing casuals.
(2983)

e The session booking ticket now includes the primary instructor. (3171)
e The session and term session lists are now ordered by start date. (3222)

e Sessions will be shown as unpaid if the class only allows payment by concession and the
member has no remaining concessions. (3274)

e The class at capacity message no long displays when enrolling a member to a term class with
an unlimited size. (2958)

e Exceptional attendance members can now be viewed and edited for a session. (3474)

e The use of brackets in filters is now consistent and no longer displays an error for advanced
bracket scenarios when running reports or correspondence. (2515, 2539)

e The ‘Visit Graph Hourly’ report now generates correctly when scheduled. (2565)

e Reports and correspondence that are saved to file or attached to an email no longer fail if the
filename contains invalid characters. (2777)

e Exporting reports to XLS raw data with the report name longer than 31 characters no longer
displays an error. (2781)

e The scheduled reports link now shows in the reports dashboard. (2816)

e The use of brackets in filters is now consistent and no longer displays an error for advanced
bracket scenarios when running reports or correspondence. (2515, 2539)

e The ‘Access Control Group’ and ‘Billing Provider’ columns in the account templates area are
now populated. (3158)

e Club name in options is now a required field. (2982)

e The time fields ‘Centre open time’, ‘Centre close time’ and ‘Default booking start time’ no longer
reset to 12:00am when editing. (3245)

e Paxton will only be synced with valid card numbers and barcodes between 1 and 99,999,999.
(3249)

e Member card numbers and account barcodes containing a decimal place no longer causes
errors when syncing with Paxton Net2. (3484)

e Test email in options will no longer perform a DNS check on the from email domain. (3697)
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The Point of Sale now supports integration with DPS for Australia, New Zealand and the UK. Please
contact Clubware Support for additional information. (4084)

The Point of Sale now supports integration with PC-EFTPOS for Australia. Please contact Clubware
Support for additional information. (3471)

General maintenance, database maintenance and database backups are now scheduled and will run
automatically every night at midnight, this can be configured under System in options. (3411)

Unmatched members are now shown in the member area on the navigation panel. A new wizard will
help with matching the unmatched members to an existing member/account or to create a new
member/account when required. (3396)

Improvements have been made for data entry of addresses to ensure accurate address information.
(3129)

Debitsuccess, DFC and Harlands can be configured to pass Clubware an account code during the
syncing of new members and if an account template has the matching billing provider account code
then the member and account will be automatically created in Clubware. (3296)

A new ‘Do Not SMS’ checkbox has been added to the member screen to allow members to opt out of
SMS’s. (2620)

The TXT button on the member screen has been moved to appear after the mobile phone number
field and renamed to ‘Send SMS’. (2620)

Activities can be created automatically against members when SMS’s are sent via MobiPost by
ticking ‘Create activities for sent messages’ under SMS in options.

Activities can be created automatically against members when SMS’s are sent and received via
IntelliMessaging by ticking ‘Create activities for sent and received messages’ under SMS in options.
SMS replies from members will appear as new activities and will show to all staff members in the
activities area. (3314)

Support for syncing billing information with Harlands and DFC in the UK. (3266, 3144)
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e Point of Sale will now allow a cashout amount to be entered when entering an EFTPOS
payment type. Security permissions are available to disable this feature. (4147)

e Point of Sale will now allow a cashout only sale. Security permissions are available to disable
this feature. (4147)

e The POS previous sales screen has a new column to show the type of the sale. (4364)

e A new screen has been added to POS to capture cheque details when adding a cheque
payment. (3446)

e Error logging has been added to the Print Receipt button on the POS previous sales screen.
(3648).

e A zone can be configured for exit by selecting the direction on the zone in options. If a zone is
configured for exit then the departure date will be recorded against the member’s last arrival if it
occurred within the last 12 hours. A member’s visit duration will be shown in the arrival area.
(3644)

e Atest button has been added to the gate settings screen. (3499)

e A new option has been added to gate settings to prevent the com port from being closed
between gate activations. (3500)

¢ Adiagnostic flag has been added to allow extra logging for scanners and gates. (3498)

¢ Billing provider details can now be accessed from the unmatched member’s area. (3387)
e The First Enrolled and Loaded On dates have been moved to the member details tab. (4355)
e The member save button is now enabled as soon as Date of Birth is edited. (4359)

e The reciprocal member search has been split into Full Name, Date of Birth and Barcode/Card
Number. (4031)

e Member image resizing has been moved under General in options. Minor performance
enhancements have been made for storing member images. (3635, 3719)

e Minor performance enhancements have been made when searching for members by
barcode/card number. (4032).

e Emails will now be sent in the background allowing the use of Clubware to continue while
sending emails for bulk correspondence. The status of the job can be checked in Service Jobs
area in the Administration module. Emails that fail to send will be queued and attempted at a
later time. (537)

e A new FullAddressMultiLine merge field has been added to the correspondence and reports
editor that contains the address formatted over multiple lines. (4025)

e Support for Paxton Net2 access control software version 5.02.2525. (4358)
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e A PIN number can be recorded against a member and will be synced with Paxton access
control. The PIN number can be automatically generated by ticking ‘Generate pin numbers for
new members’ under Access Control in options. (3297)

e Licenses are updated as part of the scheduled general maintenance. (3427)

e Demo licenses will be issued for up to 100 days and be extended by contacting Clubware
Support. (4199, 4122)

e Diagnostics information containing failed service jobs, errors, machine information and version
information is sent to Clubware Support. This can be configured under Clubware Services in
options. (3427)

e Currency, dates, times and tax will be displayed based on your branch country using the locale
settings defined in Microsoft Windows. (3129)

e Service jobs and errors are deleted after 3 months as part of the general maintenance. (3451,
3634)

e Support has been removed for the Comms Gateway and the Debitsuccess sync via email.
(4149)

e Support has been removed for Windows XP and Windows Server 2003. (4365)

e Support has been removed for Endless Rewards. (3386)

e Rewards points are now allocated to members when selling a product with a value of $0 and
with points allocated to it. (3341)

e The on-screen keypad now works for editing payments, product prices, discounts etc. (3425,
4227, 3461, 4169)

e The round amount under POS in options no longer allows a negative amount. (4066)
e The POS rounding is now consistent. (4071, 4072, 4075, 4310)

e The POS rounding item on a reprinted receipt is now shown as the last item to match the
original printed receipt. (4091)

e The POS will show validation messages when values are invalid instead of resetting the value
to 0. (4187, 4188, 4232)

e Subtotal, tax and total are now correct when reviewing a completed refund sale with a discount.
(3339)

e POS no longer displays an error when scanning a reciprocal member. (3340)

e The member status is now immediately updated when an account is deleted. (3310)

e The visit re-entry logic now checks if the member is visiting on a different account and no longer
denies the visit. (3558)
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e Creating multiple activities for multiple members via the activity wizard no longer shows an
error. (3348)

e The member’s status is now updated when changing from prospect to active when the member
screen is not saved. (4344)

e View permissions are now enforced when opening members and accounts from POS, activities,
arrivals and bookings. (4156)

e Members are now correctly removed from unmatched records after matching if their name or
billing reference starts or ends with a space. (3399, 4033)

e The member age is no longer shown when the DOB is blank. (4357)
e Minor performance enhancements for member and visit views. (4100)

e The new record button on the prospect screen now creates a new prospect instead of a new
member. (4177)

e A new billing group member can now be set for a group where the original billing member has
been deleted from the group. (4074)

e The preferred phone number is now correctly set when syncing with Debitsuccess and their
preferred contact is email. (3370)

e The member screen no longer shows an error when changing the DOB to a date before
1/1/1753. (4041)

e Changing an existing account from non-corporate to corporate no longer displays an error.
(3332)

e Minor performance enhancements when showing the account lookup screen for a member.
(3584)

e The staff rosters available and unavailable times now refresh automatically on the resources
and instructors view when using the one day or workday view. (4229)

e Creating a recurring booking with a reminder no longer display’s an error. (4080)

e The search in the product group lookup screen now functions correctly. (3338)

e The supplier main screen now displays columns for the address. (3704, 3705)

¢ Class timetable with multiple sessions on at the same time on multiple days now sorts
consistently. (3251)

e A confirmation screen is now displayed when creating sessions in the past. (4114)

e Fields no longer overlap in the member listing reports. (4026)

e Calculated fields in reports are now included in the CSV export format. (3311)

e The retention report no longer returns an error. (3444)

e The GST disclaimer has been removed from the membership sales report. (3486)

e The property panel can now be resized on the report designer. (4030)
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e SMS are no longer being truncated if it is more than 320 characters. (3353)

e The account reconciliation service job now handles accounts correctly after a billing reference
has been removed. (3689)

e Service jobs and its items will now automatically retry after a set time if there are hardware
failures or the process ends while a job is running and is left in progress. (4311)

e The member website sync send service job no longer fails when it includes deleted sessions.
(3692)

e An SMS send service job item is now set to retry instead of failed when the internet connection
to the SMS provider is lost part way through. (4043, 4077)

e The SMS send service job items that are retried are now included in the SMS check service job.
(4076)

e The field chooser is now enabled on the service jobs view. (3639)

e Promotions are no longer shown in the Administration dashboard when the staff member
doesn’t have permissions to view promotions. (4078)

e Pressing the enter key on the security group policy screen now opens the security policy. (4046)
e Pressing the space key on a security group policy item now ticks or un-ticks the item. (4047)

e Security group permissions can no longer be opened from the staff screen. (3342)

e Minor performance enhancements when loading the options screen in a remote app
environment. (4011)

e The setting ‘Allow account balances to be recalculated downwards’ is no longer used and has
been removed from options. (3485)

e The default records setting under General in options now increments by 100 when using the up
down buttons. (4022)

e The branch name under System in options is now refreshed after a branch name is edited.
(4215)

e The Enable group billing option under General in options can now be ticked without a warning.
(4073)

e The branch lookup screen now shows the head office at the top followed by the branches sorted
by name. The branch lookup screen will now disable the OK button until a branch is selected.
(3660, 3669)

e The computer time is now checked against a time server when Clubware is opened to make
sure service jobs are using the correct time when syncing data. (4263)

e The eventlog is no longer flooded with errors when the scheduling engine cannot connect to the
database. (3538)

e A security issue has been resolved when trying to connect to the database. (3512)
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A new navigation area called ‘My’ has been added presenting the following items:
Activities assigned to the staff member due today or in the past.
Bookings will display for today if the logged in staff member is an instructor.

Favourite Reports. Shows reports that the logged on staff member has nominated as a
favourite to provide quick access to frequently used reports. Favourite reports can be set by
staff member themselves or for security groups by the manager.

Announcements for the current branch with the number of unread messages for the logged
on staff member. The system defaults to showing announcements when logging on if there
are any unread messages for the staff member. (5239, 5248)

Publish branch and head office announcements that are visible in the application and can be
acknowledged by individual staff members. Announcements can be published for a branch or
head office that staff members can access when they open Clubware. A date period can be
configured to define the period of time the announcement should be displayed while staff
members can acknowledge the message as read where permitted so that the announcement
is no longer presented to them. (5926)

Provides the capability to change between branches from the main screen and presents a list
of branches that a logged on staff member can access. (5241)

Distinguish between member visits and re-entries to the facility. Configure the system to
record the first entry made by a member as a visit and mark all following visits within a set
period of time (e.g. 45 minutes) as re-entries. This allows the staff to view a more meaningful
list of visits made by a member by excluding the re-entries, if any, on the visit information
screen on the member record and get a better idea of how frequently the member visits the
gym. The user has the option to view the visits marked as re-entries from the member
screen. (10017)

Only one concession will be deducted for arrival and attendance to a session if both are
within the session’s auto attend period. (11561)
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Members

e Member titles

A title can be selected on member and staff member names, and additional titles can be
added if required. (4727)

e Member Referrals

Record the member who referred another member. Reports can be generated based on this
information. (5887)

e Search Members by PIN number

Members can be searched by their PIN number if the logged in user has the required
permissions to search by PIN. (4907)

e Billing Ref on Invoices and Payments tabs

Billing Ref column has been added on Invoices and Payments tabs for billing accounts.
(7522)

e Payment total on billing account details screen

The payment total is now displayed on the Debitsuccess and PaySmart account details
screens. (8603)

e Overdue amount excluding fees for Debitsuccess

The overdue amount excluding fees is now displayed on the Debitsuccess account details
screen. (8605)

e Support for Projected End Date from Debitsuccess

A projected end date for fixed term contracts can optionally be synched from Debitsuccess.
Reporting views that have account end date have been updated so custom reports can be
written for reporting on members whose fixed term accounts are projected to end soon.
(4989)

e Archived Date and Archived Reason for PaySmart

The ‘Archived Date’ and ‘Archived Reason’ is now displayed on the PaySmart account details
screen (8606)

e History of email correspondence to members

A new setting has been added to allow you to save an activity against a member when you
send them an email from Clubware, so that you can see a history of emails that have been
sent to a member via Activities. The content of the email is not stored against the activity.
(3636)

e Members pre-paid to a session by concession allowed entry

Members that have pre-paid for a class using concession card accounts can now enter the
facility to attend the class in case they have no concessions left. (11681)
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Open application screens from clickable links within generated reports. The entity names
display as hyperlinks and the details screen can be opened subject to security permissions
for the type. The presentation of links within the generated report output can be toggled on-
and-off to suit reporting scenarios. (5886)

Run reports for branch groups through filtering for the current branch, one of the branches to
which a staff member has access, all of the branches to which a staff member has access, or
a specific branch group. (6518)

Scheduled reports can now be setup to send to staff members in selected security groups,
which can be run as a single report or for each staff member. (5234)

The availability of reports and report filters is now managed through security groups so that a
staff member will only be presented with the reports and filters they are authorised to view.

Permission to export report definitions is now also controlled through security groups. (5928)

Improvements have been made to how data designs and report filters are validated. (5707)

Use Salesforce Marketing Cloud (SFMC) to send Emails and SMS correspondence.

Clubware correspondence types can be configured to drive distribution through Email and
SMS templates managed in the SFMC site. Dynamic content fields defined for SFMC
collateral can be mapped to Clubware data design values for scheduled mass distributions.
Limited support is also available to import member contact activity from SFMC campaigns
through the creation of Clubware activities using a data import job.

Ad-hoc Emails and SMS from the member screen will not use SFMC. (5834)

The club details have been moved from branch settings to the branch. ‘Club Name’ has been
renamed to ‘Public Name’. (7384)

Options has been renamed to Branch settings. Various settings have been moved to the
branch and machine settings. (6463)
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An open date and shutdown date can optionally be set for a branch. The status of a branch
is also now supported based on these dates and branch closures.

Clubware will calculate the status of branches, accounts, account templates, promotions,
staff, and announcements. (5188, 5909, 5935)

Manage when branches are temporarily closed for events such as holidays or refurbishment.
(5876)

Create branch groups that are used in preference to selecting individual branches each time.
Groups can be used to filter reports and manage staff branch access. Branches can also be
assigned to more than one group to reflect geographical and operational contexts. (5889)

Some old fields (GST Number, Bank, Branch and Bank Account) have been removed from
the staff member. Detail tab has been renamed to Notes.

Public friendly photo, summary and notes for instructors can now be maintained in the
application that can be made available for web sites and mobile application through the web
API. (4520, 4724, 4765)

A new filter to include inactive accounts has been added to the account reconciliation main
screen. (8604)

A button has been added to allow you to include or exclude ended account templates when
viewing them on the account template main screen and on the account template search
screen. (8844)

Permits defining a date range when an account template is active to support the scheduling
of price changes and the preservation of historical price points for reporting. The date range
also influences a new status value so that active or retired templates are more easily
identified. (4976)

Allow reciprocal access to branch groups on account templates. The reciprocal access to
branches and branch groups can be overridden on the member account if the user has
permission to do so. (5180)

Staff members can now be created at the head office and access can be set for select
branches and branch groups. (5095)
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An optional start date and end date can now be set for a staff member. This influences the
calculation of a new status which will be one of pending, active, ended or deleted. A warning
will be presented when creating bookings, classes, and term classes that are after the staff
member’s end date. (6375)

Permits an unlimited number of custom fields to be added to Clubware entities so that
additional information of value to a customer can be captured and maintained. The new
engine also supports the creation of non-system lookups that can be used to define drop-
down lists rather than free-text entry. (5880, 4594)

The new web API provides access to data stored and managed by the Clubware system.
This supports integration with partners such as business intelligence providers, or website,
kiosk, and mobile application developers. The data made available to partners is controlled
through secure views and integrator specific contracts can be defined providing a highly
configurable and secure access point. (5879)

Support for exporting data to the file system, FTP, SFTP, and FTPS locations. Exports can
be based on data designs and exported in plain text and csv formats. Exports can be
scheduled for regular execution. Multiple files can be created and ordered in the definition, in
addition to supporting placeholders, with formatting, that resolve during its execution. (6381)

Create reusable and non-reusable promotional discount codes for a specified date range and
selected account templates.

Reusable codes can be created for date range periods and limited to a maximum usage
threshold during a specified period of time, e.g. 10 per day for 7 days.

Non-reusable codes are unique codes that can only be used once. The Clubware application
provides a wizard that can generate large volumes of codes. (5892)

Access to the following tabs on the member screen is now limited via security permissions:
Activities, Attachments, Bookings, Classes, Fitness Profiles, Groups, Pre-sales, and Term
Classes. (4725)

Manage zones, machines and devices from the Administration area. (5864)

Place a member on a watch list so they can’t sign up again.

A manager can add a member to the watch list and select which member fields to match
based on the following fields: first name, last name, date of birth, email, phone number,
address and post code. A reason is also required with one of the following actions (stop at
gate, warn, block).
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When an account is created the system will check the watch lists and perform the action that
was configured if a match is found. (5924)

The process to set up Clubware on a new machine has improved. Note that only
administrators or staff members with Add machine permissions can configure Clubware for
first time use. (6192, 5238)

FTP credentials for FTP/FTPS/SFTP servers can be configured in the Administration area.
These credentials can then be used when exporting and importing files using the Data Export
and Data Import features. (6339)

The service job main screen can now be filtered by status and service job type. The
selections will be remembered for each user. (10176)

Different resolution and framerate options supported by the camera can be selected for
DirectShow cameras. (6739)

A new Group field has been added to resources. The category field has been removed and a
new checkbox added to determine if a resource is a location. (6745)

The Wan option in the branch settings has been removed. This means that you cannot setup
a branch that doesn't inherit from head office anymore.

The ‘Show members for this branch only’ and ‘Show products for this branch only’ settings
have been combined into a new setting called ‘Show records for this branch only’. (5539)

The support for integration with Endless Rewards has been removed. (8453)

A new access control module has been created in the Administration area to manage access
control configuration when logged into head office. (5236, 5861, 9195, 9197)

Import visits on a scheduled basis when Clubware is not monitoring the events real-time. For
sites where real-time monitoring is enabled, the feature can be employed to import historical
information where outage periods have been experienced. (4722)
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Staff members can now be synched with Paxton and Integriti access control systems. Staff
members can have a card or PIN number assigned to them, and access will be calculated
based on the security group they are in and the branches they have access to.

Staff members who have not yet commenced employment or departed will have their
permission removed and be denied access to a facility. (4731, 8140, 8143, 9195)

The supported Paxton version is 5.3.4427.3364. An error will be displayed if using a Paxton
version less than 5.3.4427.3364. (6304)

Support for member and staff PIN numbers with Integriti has been added. (4818)

The system now supports multiple site codes for Integriti. A new admin area is available for
card templates. (4851)

An access control group can be set on a member access level. This can then be selected on
a member. The purpose of this feature is to allow more control over the access level a
member is assigned. (8132)

You can now see the access level the member has for other branches on the member
screen. (8141)

Member access levels are calculated for each branch a member has access to, and
additional permissions can be applied to users created in Integriti. (8137, 10064)

The system now supports access control conditions where a member requires access to a
facility through an assistive/disabled entrance, configured on a per-member basis. The
arrivals popup and arrivals main screen will report access to the facility made through the
entrance. (4730, 8136)

Mag Raw 88 card types are now supported to create arrivals for facilities using Inner Range
Integriti access control. Please note that this card type is not supported for Inner Range
Integriti enrolment stations. (11397)
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e A shortcut key that would open the cash drawer when a sale was not yet ready to be completed
has been disabled. (10229)

e Additional concession will no longer be deducted at arrival when you are auto attended to a
session that has already been paid by concession. (11422)

e Itis now mandatory to select a member when adding an activity, so that the activity will display
on the activity main screen. (5233)

e The ‘Overdue’ label now displays against a member in the arrivals main screen if the member’s
account is overdue by more than the grace overdue amount. (4471)

e The current sale is no longer lost when you open a previous sale while a partially completed
sale is in progress. (7607)

e ‘Discount’ is now displayed on the POS receipt instead of ‘Less’ for more clarity. (4492)

e You can now use the POS onscreen keypad when applying discounts to a refund and for
cheque payments. (4602, 5139)

e Columns dragged off the member or prospect main screen no longer re-display when you run
another search. (4840)

e The billing provider and billing reference on an account are now enabled when changing the
account type from non-billing to billing, and disabled when changing from billing to non-billing.
(4990)

e You can no longer add a new account when clicking the Current Account button on a member
with no accounts if you do not have permissions to add accounts. (4711)

e A promptis now displayed when changing the account type when the initial account has no
invoices. (5584)

e The next payment date on the Financials tab on the account is now cleared when all invoices
are deleted. When the current invoice is a one off and is due in the past, the system will show
the next payment date as today's date. (4474)

e You are now prevented from changing existing accounts to a Charge account. (4641)

e Duplicate entry cards are no longer printed when you print bulk cards when there are members
included who do not have an account. (4715)

e An overflow error has been prevented by limiting the term length of an account to 100 years.
(4973)

e An error message is displayed if a time out occurs when retrieving PaySmart account details.
(5280)

e The time on all future bookings are now updated when the time is changed on a recurring
booking series, and you will be warned if the new time is outside of the resource or instructor’s
available hours. (9753, 9771)

e The paid amount on a booking is now refreshed after making a payment via POS against a
charge account booking. (5268)
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e Head office product groups now display on the product main screen and product form. (4472)

e When selecting a product group for a product, only the product groups from head office and the
logged in branch will be displayed. (4473)

e Dates are now saved on an order when focus remains on the date, and the save button is now
enabled as soon as you edit an existing date on an order. (4700)

e A warning is now displayed if the user tries to print an order without completing the mandatory
fields. (4646)

e You can now sort the Product Groups main screen. (5518)

e The Add new record button on a Class now adds a new class rather than a session. (6173)

e Deleting the last session on the Sessions main screen no longer displays an error. (5664)

e Instructor name is refreshed on the term class if you open the instructor from the term class and
edit their name. (5062)

e Subtotal counts for each salesperson are now populated in the Membership Sales report.
(4519)

e Corrections have been made to how a member’s age is calculated on member listing reports.
(4716)

e You are now prevented from saving duplicate filters. (4880)

e The Booking Reconciliation report now displays all the bookings that are on at the same time.
(5642)

e The paper size settings on reports are now defaulted to A4 to prevent some display issues.
(4436)

e The missing columns are now listed in the error message when viewing a data design that has
missing fields. (5099)

e Email addresses of recipients are now validated while scheduling a report. (9268)

e Old or expired scheduled jobs will no longer be sent when the Clubware scheduling service is
started (5361)

e Email display name is now optional when sending emails. (10410)
e Available merge fields on the correspondence designer are now sorted alphabetically. (4448)

o ID fields are no longer displayed on the correspondence filter results step of the
correspondence merge wizard. (4926)

e The maximum term on account templates has been changed from 99 to 999. (5638)

e You can now remove an access control group from an account template (5706)
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e Scheduled service jobs are no longer created for deleted branches. (4503)

e An error no longer occurs when changing the option 'Allow this staff member to be booked as a
resource' on an existing staff member with an email address. (6671)

e The records displayed on the branch main screen are now based on the ‘Show records for this
branch only’ setting. (6535)

e Staff members can now open a branch if they have only ‘View’ security permission to branches.
(5573)

e Fields on the data design screen are now sorted alphabetically. (5675)
e The layout of the Data Design main screen can now be saved per user. (5676)

e The Field Chooser is now enabled on the Entry Cards main screen. (5367)

e Connection from Clubware to Paxton Net2 doors are re-established after the connection to Net2
is lost and restored. (9317)

e A user friendly error message is displayed when testing connection to the access control server
without entering the appropriate credentials. (4506)

e Filtering has been added to the error log screen to prevent time outs when opening the screen if
there are a lot of errors, and you can now use the arrow keys and enter key to navigate between
errors. (5606, 10196)

e Validation has been added to some dates to prevent invalid dates from being entered.(5556)

e A security issue has been resolved when the Clubware service loses connection to the
database. (5286)

e Improvements have been made to the database upgrade process to prevent the screen from
becoming non responsive. (9141)
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Clubware 4.2

Features
Members

e Visit Counts and additional visit information

Member visit count will only include the visits to zones that have ‘Include in Visit Count’
ticked. The Visit Information screen is updated to include the exit time, duration, and the
visited zone of the visit (11678, 11618)

e Support for Debitsuccess Billing Account Code

A billing account code can now be provided by Debitsuccess during the syncing of new
members and if an account template has the matching billing provider account code then the
member and account will be automatically created in Clubware. (10199)

e Delete billing invoices that don’t exist at Debitsuccess
Billing invoices that don't match a Debitsuccess pay schedule will be deleted in Clubware
when synching with Debitsuccess. (10208).

e Debitsuccess Pay Schedule Descriptions
Pay schedule descriptions are now displayed on the Debitsuccess account details screen.
(10211)

Reports

e Stored Procedure support

Reports can now be based on stored procedures rather than views which has a number of
significant advantages.

Performance can often be substantially faster with a report based on a stored procedure.
Reports can be written with dynamically named columns which is useful for displaying
columns of data for date ranges. (10461)

e Do not email reports to staff that have no content
Scheduled reports can be configured so that an email is not sent if there is no data in the
report. This will prevent staff members from receiving reports that have no content. (10974)

e View all values for a field under report filters
You can now lookup all values for a field under report filters. Previously you could only view a
maximum of 200 values. (CLUB-1610)

e Security permissions for custom filters

Security permissions have been added for custom report filters under each report to limit the
use of custom report filters per security group. By default only Administrator level users will
be able to use custom filters when running and scheduling reports. (8752)
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WebAPI Access Control Servers can be applied to head office or branches. Access Control
Users can be retrieved via the WebAPI. Cards can be enrolled via the WebAPI, allowing the
latest scanned card to be allocated to a member or staff member in Clubware. Arrivals and
departures can be created with an option to display arrival pop ups for any arrivals made in
the last 30 seconds. (12044, CLUB-2264, CLUB-1935, CLUB-1976)

The Clubware Gantner Access Control Server acts as a message broker between Clubware
WebAPI and the Gantner GAT DIRECT.Connect.

The application receives messages from Gantner GAT DIRECT.Connect when cards are
scanned and converts these to arrivals, departures and enrolments. This information is
passed to Clubware resulting in visits being created (or updated on departure) and arrival
pop-ups being displayed.

The user will also be able to enrol card numbers in the member and staff member Ul in
Clubware.

The Clubware Gantner Access Control Server does not control opening hours and so these
hours should be configured through the Gantner software.

WebAPI Access Control Servers need to be configured in Clubware for the branches that
wish to use Clubware Gantner Access Control.

Inner Range Integriti firmware v16.0.4 is now supported.

You can group zones together to distinguish between different areas being visited by
members.

When a member exits a zone, the exit time against the last visit for that zone group is
updated.

Visit options have been added to the zone which allow you to determine if concessions are
deducted or not, if you want to auto attend sessions and bookings, and if you want to exclude
the visit from the member visit count and from reports. (10395)

United States is now supported in Clubware. (10538)

India is now supported in Clubware. (CLUB-3911)

Promotions can be configured to be approved before they can be used in Clubware. A
Promotion can be created by a staff member and another staff member can approve or reject
it. (10485)
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An alternate branch can be selected that your members can visit during your branch closure.
(12437).

The reports under the Reports tab on the Security Group editor will now be collapsed by
default. This makes finding your report filters in this area easier. (CLUB-2180)

Previously the Service Jobs screen used to display the last seven days of jobs by default, the
default has been changed so only today’s jobs display. (CLUB-2672)

When logging is enabled, additional information such as response status, body (POST/PUT
requests only) and internal exceptions can be stored for all the calls made to the Clubware
Web API. This information can be useful for troubleshooting purposes. (CLUB-3327)

The Web API now supports “gzip” and “deflate” compression schemes to improve transfer
speed and bandwidth utilization. (12200)

The Booking Count is now returned against a session through the WebAPI. This will assist in
checking how full the session is. (CLUB-2326)

e Creating a manual arrival for a member will now open a gate that is connected via serial port.
(CLUB-2884)

e The re-entry attempt is now checked against the last successful visit to zones that do not have a
zone group. (CLUB-1886)

e The ‘Maximum number of records to display on grids’ setting now applies to the My Activities
and Activities grids as well. (CLUB-1848).

e Members are now prevented access to the facility if they have a charge account unless they
have a booking on at the time or within the auto attend period. (CLUB-2474)

e An error notification no longer appears on start-up if a serial scanner is configured for both
Arrivals and POS using the same COM port. (CLUB-2888)

e The new price is displayed correctly on the Point of Sale screen when you edit the price of a
product. (CLUB-1954)

¢ Right click to remove attendee from the floating session summary screen no longer removes the
wrong attendee when there is a long list of attendees. (6874)
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e The search performance in the member screen when searching for members by card number or
pin number has been improved. (CLUB-2556)

¢ Performance improvements have been made to the ‘Common’ member search (CLUB-2633)

e Member is not created automatically if the same billing account code exists at another branch
(CLUB-3961)

e The fixed account start date is now applied to new accounts created via Unmatched records if
the account template has a fixed start date. (CLUB-2481)

e The member status is now recalculated and displayed correctly on both members when an
account is transferred from one member to another. (9944)

e The Barcode/PIN/Card Number search now returns all the members that meet the search
criteria. (CLUB-2252)

e Unmatched member wizard no longer jumps to the first step when you open and edit a member
or account from the last step. (9066)

e The Activities and User Defined Fields screens of reciprocal members now open in read only
mode when ’Allow opening of members for reciprocal visits with View permissions' is ticked.
(11143, 11144)

e Editing the start date of a staff roster no longer results in overlapping rosters being created for
that staff member. (CLUB-1864)

e Avalidation warning is now displayed when saving a session or a booking with a location,
resource or instructor that has an overlap when the start times are different. (5735)

¢ No longer incorrectly receive a validation warning that the location/resource/instructor is not
available on some days when adding to future sessions when it is. (5738)

¢ Reports now use a different method to retrieve data which has helped to prevent Clubware from
freezing for other users when a report is run. (CLUB-2185).

e The Visit Usage Summary report now calculates the visit count based on the selected date
range in the filter. (CLUB-2207)

e Address labels now print at the selected printer when doing a label merge and at the default
printer when doing a label merge using Quick merge. (9550)

e Scheduled jobs now run for the correct number of occurrences when a scheduled job is
configured to run for a defined number of occurrences. (11642)

e Visit times are now calculated correctly using the branch time zone when importing Paxton Net2
visits that occur while Clubware is not monitoring the access control door. (CLUB-3239)

e Problem fixed where some sites wouldn’t import visits from Inner Range Integriti access control
that occur while Clubware is not monitoring the access control door. (CLUB-1557)

e You no longer receive a ‘credential clash’ warning in Integriti after moving a pin number from
one member to another in Clubware (CLUB-1882)
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e PINs are now saved exactly as displayed in the Ul, zeros are not added or removed. (CLUB-
2572)

e Webcam is now recognised by Clubware in the United States CT4 environment. (CLUB-1961)

e An issue with the Data Import has been resolved where the activities were not being created.
(12326)

e The Data Import has been fine tuned to perform faster. (CLUB-1950, CLUB-2039, CLUB-2179,
CLUB-3170)

e Staff members with no security group can now be edited if you have permission to edit staff
members. (7932)

e The “Last Visit Details: Account is not active” error will no longer be displayed when doing a re-
sync from the Account Reconciliation screen. (CLUB-1592).

e The starting period on an invoice template will default to 0 Days so you don’t have to select
‘Days’ from the dropdown before saving. (CLUB-1885)

¢ Billing accounts that have an Expected Payment frequency set but have an empty (NULL)
Expected Payment value no longer result in an endless loop during account reconciliation. You
can view the error information for the account in the account reconciliation. (CLUB-2313)

e ltis no longer possible to save a Data Export file that is based on a data design with no filter.
(11047)

e The ‘SMS Status Check’ service job will now process successfully if a client has moved from
Mobipost to Intellimessaging. (CLUB-2681)

e Display a validation error next to the Fixed Account End Date on an account template when
‘Billing Company' is selected and 'Do not sync billing provider end date' is not selected. (CLUB-
2483)

e Avalidation error is no longer displayed when setting a Fixed Account End date on an account
template when there is no term specified. (CLUB-2480)

¢ Performance improvements have been made for the WebAPI for retrieving Activities by Member
ID, retrieving an Account by Member ID, retrieving a Member by contact details, creating
Invoices and creating multiple session bookings. (CLUB-2331, CLUB-2330, CLUB-2329, CLUB-
2470, CLUB-2513)

e Requesting ReportResults method filtering by a unique identifier such as BranchlID for a report
that uses a Data Design that has a User Defined Field selected will no longer return an error.
(CLUB-1884).

e Requesting ReportResults method for a report that uses an existing filter that has a branch
group will no longer return an error. (CLUB-1846).

e You can now retrieve and update Stop on Arrival and Arrival Notes through WebAPI. (CLUB-
2498)

e The default gender for the branch will be used if creating a member through the WebAPI without
passing their gender. (CLUB-2432)

e Performance improvements have been made for updating the notification badges that display
the number of records in My Activities, My Calendar, My Announcements, and Unmatched
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Members. As a result the system will no longer be unresponsive when there are a large number
of records. (CLUB-1558)

e Additional indexes have been added to the Account and SessionBooking tables to prevent high
CPU usage on the database server. (CLUB-2556)

e Clubware will now remain responsive if it cannot locate the backup path when doing start up
checks. (11685)

e Clustered indexes have been added to unmatched record tables and the lookup data table.
(CLUB-2389)

e The database has been changed to use CHECKSUM instead of TORN_PAGE_DETECTION for
the detection of 1/O faults. (CLUB-2384)

Prospect Registration through member Website:

e Non-members may now register through the member website so that they can
purchase concessions

e They must consent to having their personal details stored in the system and being
contacted (CLUB-6580)

e People that don't complete the online sales process will still be downloaded to
Clubware as a prospect (CLUB-3606)

Purchase Concessions through Member Website using Visa or Mastercard:

e Concession account templates can be configured to allow them to be sold online
through the Member Website and Mobile App

Note: there is a required change in behaviour around configuring the invoice
templates for an Account Template which means that there is no longer a save
button on the invoice template screen and they must be saved from the Account
Template screen.

e Currently Visa and Mastercard are accepted for organisations billing through
Debitsuccess and Paysmart

e Areceiptis emailed to the member which includes a transaction number that can be
used by the billing provider to look up details of the transaction. (CLUB-3631)

e New concession accounts are downloaded into Clubware and the source shows that
they were sold through the Member Website

e Where a member purchases another account similar to one they've had before a new
account will be created (the purchase will not recharge their account) (CLUB-4638)

Members must accept the Terms and Conditions to use the Member Website (CLUB-5204)
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For organisations using Clubware 4.3.1 where classes are set to deduct the concession 'at
booking' members will be unable to book through the Member Website if they are out of

concessions (CLUB-4547)

An incorrect re-entry warning was shown for visits created through the WebAPI
(Gantner etc.) (CLUB-5910)

Some search criteria didn't work as expected in the common search (e.g. barcodes
that contained letters, phone numbers that contained spaces, email address search
ending with '@") (CLUB-4196, CLUB-6567)

When you attempted to create a new account from Unmatched records for a member
who had a previous account with another branch the Branch defaults to the previous
branch and cannot be changed. (CLUB-5056)

Allocating an access control card using the Assign Card button will now trigger a sync
to the access control server. (CLUB-4087)

Improvements have been made to display the Assign Card button when scanning an
unknown card with Integriti readers; if the Assign Card button doesn't appear, try
scanning the card again within 5 seconds. (CLUB-6016)

When there was a connection error with Paxton a "Object reference not set to an
instance of an object" error occurred (CLUB-6186)

Refreshing access control users for WebAPI/Gantner access control server reset all
users sync status rather than just new/updated users (CLUB-3623)

There was a deadlocking error when creating arrivals via WebAPI/Gantner access
control system (CLUB-7737)

Scanning an unregistered token/card on a Gantner reader resulted in a successful
entry after scanning it repeatedly in a short period of time (CLUB-8075)

Modifying the account template an account was based on didn't update to the member
website (CLUB-6545)

Members were able to book a class that was configured to only allow concessions or
accounts when they didn't have the correct concession or account (CLUB-6816)

To allow greater control, consistency and visibility over products that are held at more than
one branch the Clubware product management now supports the linking of head office
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products to branch products and faster creation, copying and duplication of product lines.
(CLUB-2657)

Allow head office products to be linked to branch products and a list of the linked
products at the branches

Add security permissions around the linking and un-linking of products
Allow products to be created from head office to branches
Allow head office to edit prices and maintain them across the branches

Allow products to be cloned from Head Office to other branches (helpful for
management of identical products at different locations)

Allow products to be easily copied and modified (helpful for management of similar
products with flavour or size variations at the same location)

Allow bulk copy of products from head office to branches

Allow products to be discontinued

Substantial work has been done to overcome limitations on what access control
servers may be configured within the same Clubware environment. This removes a
barrier that has forced some organisations to run multiple Clubware installations to
support a mixture of access control servers. (CLUB-3504, CLUB-4706, CLUB-4971,
CLUB-4972)

Support a mixture of Paxton versions on different access control servers (5.02, 5.03
and 5.04) (CLUB-3621)

Add Paxton anti-passback setting against members and staff members for branches
using Paxton Net2 Professional (CLUB-2497)

Add settings to respect the 50,000 member limit on Paxton access control servers and
to remove members beyond these limits (CLUB-3279)

Branches are able to define rules for members to suspend their own accounts through the
new Clubware mobile apps. The rules can cover the minimum and maximum periods that
suspensions may be created for and whether there is a fee while the account is on hold. Both
billing accounts and paid-in-full accounts may be configured with suspension rules (CLUB-

4577)

Add support for member facing / self-service suspensions for paid-in-full and
Debitsuccess clients through the Mobile App
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Add configuration to account templates to allow staff to enter rules for self-service
suspensions

Add information user interface to accounts to display the number of days remaining
that a member has for self-service suspensions

Refreshed look and feel (CLUB-2251)

Members can authenticate using Google+ and Facebook logins which is faster and
easier than using email validation (CLUB-2754, CLUB-3519)

Allow links to include specific dates, classes, class groups, and instructors (helpful for
sending marketing correspondence about classes to your members) (CLUB-2800)

Now supports USA with new www.member.clubware.us domain (CLUB-1563)

The method for authenticating with the WebAPI has changed, existing clients using
the WebAPI must implement the new authentication method as the old method has
been deprecated (CLUB-2258)

Missing member and staff member photos now return a 404 (CLUB-2338)

Some Paxton access cards caused an exception when the 'assign card' button was
pressed (CLUB-6121)

Fixed issue causing double points being accrued in some scenarios via the Web API
(CLUB-11887)

Fix exception when adding an anonymous attendee to a session (CLUB-6244)

When the order form was resized the total extended cost field did not move correctly
(CLUB-1755)

Now able to save multiple products at different branches with the same barcode when
managing products from head office (CLUB-2806)

If a session booking was cancelled in the member website before it was downloaded
to Clubware the concession was still deducted (CLUB-4957)

The primary instructor associated with a session is now cleared when all instructors
are removed from a session (CLUB-2638)
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The 'reply to' email address was not being set for the reply address for emails sent
from the member website (CLUB-5970)

Setting a value on some fields on a class session, account, and account template
where they had not previously had a value set did not update changes on the member

website (CLUB-5964)

Reports threw exceptions when run outside the head office (CLUB-6119)

You are no longer allowed to exceed the character limit of the Account Template
description (CLUB-5104)

No longer receive an error when syncing sessions to the member website where a
resource is mistakenly referred to as the primary instructor (CLUB-4969)

Prevent deadlocks when refreshing service job status (CLUB-4446)
Manual access control sync could cause deadlocks (CLUB-6137)

The Clubware Gantner Services needed to be restarted after a device was added for it
to be picked up (CLUB-5367)

The settings did not display on the Clubware Gantner Configuration Manager until you
click on a field (CLUB-5366)

There is now a hew way to synchronise access control information to Paxton access control
servers using a real-time sync that will typically push individual member changes to the
access control servers in less than 5 seconds. (CLUB-3862)

Configuration is simple, in the Access Control Server settings on the General tab when
the Access Control Provider is Paxton a Synchronisation Method option is displayed

e The Scheduled Job option uses the existing method where (usually hourly)
service jobs will synchronise member access control information to the
access control server: (CLUB-4202)

e The Real Time option is new and uses a hew access control server
synchronisation service. (CLUB-6725)

If you're using the new real-time sync you won't need to trigger a manual
synchronisation after you create a new member, just assign a card and save the

member! (CLUB-7101)

The new real-time sync maintains long running connections to the Paxton access
control servers, so for sites experiencing orphaned connections this will hopefully be a
problem of the past. (CLUB-6726)
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e The results of the real-time sync are displayed in the new Access Control - Real
Time service job; a service job will be created for each access control server for each
day (midnight to midnight). (CLUB-6758, CLUB-6724)

e Only a single access control server synchronisation service regardless of the size of
your organisation, unless you require a fall-over service, in which you can start a
second one that will go into hibernation until the first one falls over (CLUB-4357)

Some small changes have been added to assist with troubleshooting:

e You can now open members and staff members from the Access Control Service Jobs
to assist with solving the cause of the sync problem (CLUB-4254)

e If a member fails to synchronise to a Paxton or Integriti access control server then the
failure reason is now displayed on the member and the last column of the Access
Control Server — Users tab (CLUB-4316, CLUB-7105)

e Clubware has now been tested and confirmed to work with Microsoft Windows Server
2016 (CLUB-6645)

e Clubware has now been tested and confirmed to work with Microsoft SQL Server 2016
and 2017 (CLUB-4767)

Club managers can now define the rules for self-service suspensions through the mobile
apps for members with Paysmart billing accounts. An accordance with Paysmart's
practices the suspension will be tied to the billing period.

e Add the self-service suspension rules to Account Templates so that the Manager can
configure self-service suspensions(CLUB-7133)

e Synchronise the self-service suspensions created through the Mobile App back to
Clubware (CLUB-7456)

e If you book a class in a future week you are now returned to that week when you
return to the timetable view (CLUB-6398)

e Greater detail has been added to the member website synchronisation service so that
it is easier to troubleshoot problems (CLUB-7294)

Correspondence for Prospects is now enabled ('Prospect - All Information' data design) which
can allow you to create more targeted campaigns (CLUB-10286)
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The Assign Card button was not appearing on the arrival popup when using Direct
Entry Wiegand card format with Integriti access control. (CLUB-9538)

Members and Prospects with ‘Do not SMS' or ‘Do not Email' ticked were being
included in the scheduled correspondence by default if the chosen filter did not
specifically exclude them. (CLUB-10068)

You were allowed to transfer a member when you did not have permission to do so
(CLUB-4149)

Members are also matched on First name, Last name and Email when synced down
from Debitsuccess to avoid duplicate prospect/member records being created (CLUB-
7473)

During the Debitsuccess sync a member's preferred phone, address and email were
synced every time a member was modified or visited; now they only sync if they have
changed (CLUB-8623)

Account Templates and Staff that belonged to Head Office were not being
synchronised to the Member Website in certain cases (CLUB-4873)

Clubware would log "Member already exists" error during Member Website Sync
Receive service job when a member is required to sync from Member Website to
Clubware e.g. member uses the mobile app. As a result of the error, the member
would not get marked as synced down to Clubware and the service job would try to
sync the member each time (CLUB-10388)

Member does not sync with access control if there is a change to the account but not
on the member status when using Integriti (CLUB-10565)

The Assign Card button was not appearing on the arrival popup when using Direct
Entry Wiegand card format with Integriti access control. (CLUB-9538)

Some synchronisation queries that were very slow have been sped up (CLUB-3971)

Real Time Access Control Service would stop working when used on large number of
branches (CLUB-9356)

When a suspension finished, the member did not have their access level recalculated,
which meant that they were denied access by the access control system (CLUB-8370)

Real Time Access Control Service would not update Paxton Net2 software with
changes to the 'Members can arm/disarm the intruder alarm system' and anti
passback settings if they were changed in Clubware until the service was restarted.

(CLUB-9568)
Real Time Access Control Service would fail to run. (CLUB-9755)

The access level was not recalculated for an existing member if a new account was
created automatically with the scheduled Debitsuccess sync (CLUB-9094)

Real Time Access Control Service did not automatically reconnect after a deadlock
event (CLUB-8869)
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e Real Time Access Control Service would fail to run. (CLUB-9755)

e Afriendly error is now displayed when connecting a Paxton desktop reader to
Clubware and Net2 is not installed on the machine. (CLUB-6012)

e Some clients were experiencing database timeouts when a branch closure was
created and an alternate branch was provided (CLUB-7690)

The Point of Sale now supports integration with Vantiv for US. Please contact Clubware
Support for additional information. (CLUB-6347)

Vantiv Eftpos supports transactions such as:
e Eftpos and Credit Card payments and refunds
e Eftpos Cashouts
e Signature required transactions
e Non card present reversals

e Partially approved payments

The Point of Sale now supports integration with Adyen for Australia, New Zealand, UK and
US. Please contact Clubware Support for additional information. (CLUB-7901)

Adyen Eftpos supports transactions such as:
e Eftpos and Credit Card payments and refunds
o Eftpos Cashouts
e Signature required transactions

e Non card present reversals

The Point of Sale has been updated to allow displaying, adding and removing multiple
payments inline. These changes apply to both integrated and non-integrated Eftpos modes
and apply to all the supported Eftpos integrations. Other general enhancements provide
further ease of usability of the Point of Sale system. (CLUB-8512)
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Discover and JCB card types are now supported through the Debitsuccess sync (for
accounts that have been setup with these card types in Debitsuccess). (CLUB-9437)

UK Member Website is now hosted in the UK to conform to the GDPR rules. (CLUB-6458)

Google+ share option on the class details screen has been removed as Google+ consumer
accounts were shut down by Google on April 2nd, 2019. (CLUB-8624)

You could scan an additional product onto a sale after an electronic transaction was
added to the sale (CLUB-3903)

Points were deducted from the member when a sale using points as the payment
method was discarded (CLUB-1842)

Payment method buttons became unresponsive after you closed the Account Payment
or Account Refund form using the cross (CLUB-3834)

Focusing on the Cancel button and pressing Enter using keyboard would not cancel or
close the form but proceed instead (CLUB-8921)

The calculation of start date, term and end date would show different results when
modifying any of these on a member's account. The new behaviour is as below
(CLUB-7604)

¢ If you change the start date, it will change the end date based on the Term
e If you change the Term, it will change the end date according to the term

e If you change the end date, it will change the term but not change the start
date

Searching using a User Defined Field on the member grid now works (CLUB-8400)

Reward points for a new account were not being rewarded to the member after adding
the account (CLUB-9432)

NOLOCK is added to Member Search View for improved performance (CLUB-7889)
NOLOCK is added to Main Member View for improved performance (CLUB-7884)

Restriction on importing reports from different Clubware version has been removed for
Clubware v4.2 reports and above (CLUB-4700)
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e Arrivals, Departures and Enrollments via the WebAPI at a branch were created using
timezone of the database server instead of the branch timezone (CLUB-3800)

e When creating or updating a member via the WebAPI, the State field of the address
was being populated with the Address Type rather than the specified State (CLUB-
8132)

e The Clubware Gantner Access Control Service state would not be retained after
upgrading Clubware Gantner Access Control (CLUB-8272)

Clubware now works with the latest version of Paxton (v6.01.8113). Clubware is still
backward compatible with Paxton versions 5.02.2525, 5.03.4427 and 5.04.6217. (CLUB-
6444)

Clubware now works with the latest version of Integriti (v19). Clubware is still backward
compatible with Integriti v4 up to v19. (CLUB-5153)

Singapore is now supported in Clubware. (CLUB-10127)

e Account payment/refund amount processed using Adyen Eftpos integration
displayed twice on the POS Audit Trail report (CLUB-11018)

e When pay date is backdated for an account payment or account refund, the date
applied was being set to the pay date rather than today’s date (CLUB-8914)

e You could not enter an Adyen Merchant Account that is longer than 20 characters
in Branch Settings. It has been updated to accommodate 100 characters (CLUB-
11193)

e Clubware would display an error when discarding or parking an account payment
(CLUB-10936)

e Clubware would display an error when processing an account refund (CLUB-
10748)

e Clubware would stop responding upon adding an account payment against a
newly created account (CLUB-10500)
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Couldn't close the POS screen after opening a previous sale to review when DPS
Eftpos integration is configured (CLUB-11044)

Cannot complete a cash refund for a product if total refund ends in 5¢c unless you
click 'Complete Sale' directly, if rounding amount is 10c (CLUB-11013)

You were unable to apply discount or edit the price of class session on POS
(CLUB-10660)

If you did not have a POS printer configured when using integrated Adyen Eftpos
in Clubware, the system would be stuck on 'Awaiting input from customer on
terminal.’ popup when you try to process or cancel an Eftpos transaction (CLUB-
11255, CLUB-11051)

You could not edit price of a $0 product (CLUB-11181)
You were unable to purchase accounts with points (CLUB-11394)

Points were not being deducted when points were used to pay for an account
(CLUB-11424)

Suspension days remaining were being calculated incorrectly for accounts that
had a start date over a year ago (CLUB-11256)

If an email address contained a space, those members would fail to sync to the
member website (CLUB-10658)

The non-billing members in a group were being allowed to enter the branch when
the account of the billing member's account was expired or overdue (CLUB-9693)

Billing transactions processed by Debitsuccess in New Zealand contained ‘ADFIT’
in the transaction description rather than ‘Debitsuccess’ (CLUB-6732)

Clubware would throw an exception when trying to create a new member from
unmatched records if they had multiple billing invoices (CLUB-10842)

'‘Access is denied' error would be displayed on the session booking item in the
Member Website Send Sync service job when syncing session bookings to the
Member Website, although the sync would actually be successful (CLUB-10073)

For US and India, running a report or scheduled correspondence with a date filter
would result in an error if the filter was for a date after the 12th of the month
(CLUB-9678, CLUB-9682)

Running the activity wizard after running a report and a scheduled
correspondence would result in an error if the report was filtered on a date after
the 12th of the month (CLUB-5312, CLUB-9682)

Running a report resulted in incorrect results if a field that was being filtered on
was not ticked in the reports data design (CLUB-3842)

Cash rounding item was being displayed in the POS Audit Trail report sub totals
(CLUB-9325)

Eftpos payment method was displayed and recorded differently in POS and
Account Payments ('Eftpos' and 'EftPos' respectively) causing two different groups
for Eftpos transactions in POS reports (CLUB-10896)
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A new 'Access Control - Real Time' service job would not start for next day
occasionally. The Access Control Sync to Paxton would not work as a result
(CLUB-11007)

Introduced in an earlier 4.6 release: Member Access Level was not getting
removed when the member should not have access anymore e.g. member's
account ends (CLUB-10991)

New Zealand Time Zones were displayed for Paxton Access Control Server
regardless branch's country (CLUB-11251)

Introduced in an earlier 4.6 release: New member was not being synched with
Integriti access control (CLUB-11067)

Real Time Access Control Service would occasionally fail to create a new service
job, or get stuck in retry status (CLUB-10579, CLUB-10501)

'‘Sync with Access Control' menu option was missing when a new Integriti Access
Control server was created (CLUB-9475)

'‘Object reference not set to an instance of an object’ error was displayed on the
access control service job item when syncing a new member to Integriti, although
the member had synced successfully (CLUB-11062)

‘Index was out of range' error was displayed on the access control service job item
when syncing a member with no card or card template, although the member had
synced successfully (CLUB-11062)

The 'How To' tutorials were not being displayed when the grid in the navigation
pane had a badge count (CLUB-9454)

Classes can now be setup to allow waitlist. For an online class that is full, when a spot
becomes available, the first member in the waitlist will be automatically added as attendee in
the class. This feature allows businesses to have more chances of running full classes when
members cancel their bookings.

This feature is also fully supported through the Web API. (CLUB-8472)

There is now a new way to synchronise information to and from the Member Website using a
real-time sync that will typically push and pull information within 10 seconds.
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A new service job type called 'Member Website Sync - Real Time' has been added that lists
all the information that gets synced to and from member website. Note that the existing 'Sync
with Member Website' menu option has been removed as it is now redundant. (CLUB-8472)

Extra logs have been added for Integriti around Member syncing to assist with
troubleshooting if required (CLUB-11601)

One way integration with Mywellness (Technogym) is how supported. Once you enable
Mywellness from branch settings, the following information will be synced to Mywellness. Any
updates to these entities will also be synced to Mywellness.

e Members (excluding Prospects and deleted Members)
e Member’s current account
e Member’s last visit

A new service job type called 'Mywellness Sync - Real Time' has been added that lists all the
information that gets synced to Mywellness. (CWI-80)

e Next payment date on account would show today's date if there was a one off AND a
recurring invoice (CLUB-2496)

e Member search in the Members grid did not work when you searched by Alias that
had numbers in them through Common search (CLUB-11425)

e User was unable to add prospects when 'Add’ security policy under Prospects was
allowed but 'Edit' security policy under 'Member' was not allowed.
Also, when was able to edit Prospect information when user did not have 'Edit' security
policy under Prospects (CLUB-11636)

e When switching between branches or accessing branch information from Head Office,
selected branch's billing company/provider credentials were not being used (CLUB-
8065, CLUB-11667)

o Fixed MyWellness UserEmailAndDataMatchFound Error (CLUB-11882)
¢ Added handling of rate limits to MyWellness API calls (CLUB-11883)

e POS failed to scan items after completing a sale (CLUB-11629)

e Product stock levels were being deducted even when the sale was discarded (CLUB-
11670)
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Introduced in an earlier 4.7 release:
Members were not added as attendee from waitlist by the Clubware Real Time
Service when a spot became available for an online class (CLUB-11643)

Introduced in an earlier 4.7 release:

Waitlisted members were not added as attendee from waitlist when the time zone of
branch hosting the class was different from the time zone of the machine running the
Clubware Real Time Service (CLUB-11718)

Concession card visit was not being refunded to the member if they cancelled a
booking online made using the concession card account (CLUB-11598)

Sorting the Sessions grid by Time was causing Clubware to not respond (CLUB-
11600)

Bulk Class Rollover for Term Classes was failing (CLUB-11638)

Change and Cashout lines have been removed from the payment z off reports. Cash
is now displayed for ease of use. Cash is total cash recorded via POS - total of
Change and Cashout (CLUB-11669)

Newly created member access level would get sorted incorrectly when a deleted
member access level exists (CLUB-11043)

Access Control Server ‘LastVisitCheckDateUTC’ was not being reset after each
Access Control Visit Import for Integriti. The import job would run successfully but
would grow in size after each sync job (CLUB-11616)

Multiple service jobs were picking up the same data export job (CLUB-9431)

The process that checks for Service Job Items was causing high CPU usage (CLUB-
11611)

Introduced in an earlier 4.7 release:
The Clubware Real Time Service job would stop syncing to member website due to
failure in fetching a service job (CLUB-11818)

You could not create a session through Web API without passing an instructor and
resource (CLUB-3651)

The ‘Test Email Settings’ button under Branch Settings > Email was always using the
existing saved credentials. Now you can change the credentials and test the settings
before saving (CLUB-11575)

An exception was occurring related with an existing memory file in the Clubware
Process manager under the Event Viewer (CLUB-11599)
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A

About Clubware 1

Account Fees 388

Account Templates 390

Achievements 277

Activities 18, 19, 63

Activity Templates 400

Add Anonymous attendees to a class 69
Add Bulk Attendees to a class 66

Add Casual Attendees to a class 68
Adding / Editing a Data Design 419
Adding a Barcode to an Entry Card 438
Adding a Booking 148

Adding a Booking for a Member 109
Adding a Class and Enrolling Members 303
Adding a Class using a Class Template 267
Adding a Concession Card Account 95
Adding a Device 456

Adding a Fitness Program for a Member 114
Adding a Fitness Program Template 444
Adding a Group 134

Adding a Lookup Item 447

Adding a Machine 454

Adding a Member 83

Adding a member to a session 222
Adding a member to a waitlist 235, 286
Adding a New Account Fee 388

Adding a New Exercise Template 441
Adding a Product 193

Adding a Product Group 211

Adding a Program 260

Adding a Promotion 467

Adding a Prospect 131

Adding a Recurrence to a booking 165

Adding a Recurrence to a booking for a member 167

Adding a Report 322

Adding a Resource 475

Adding a Security Group 477

Adding a Specify Account Booking 161
Adding a Staff Member 482

Adding a Staff Roster 185

Adding a Stored Procedure to a Data Design 430

Adding a Supplier 191

Adding a Suspension for a Member’s Account 101

Adding a Term Class 263

Adding a User Defined Field 486

Adding a View to a Data Design 427

Adding a Watch on an individual Member 489
Adding a Zone 492

Adding Achievements 277

Adding an Account 90

Adding an Account Template 390
Adding an Achievement to a Class 279
Adding an Activity 19, 63, 124
Adding an Activity Template 400
Adding an announcement 402

Adding an Assessment 118

Adding an Attachment 127

Adding an exceptional attendance to a term class 181
Adding Branch Closure 412

Adding Branch Group 410

Adding Branches 404

Adding Bulk Attendees to a Class 230
Adding Class Templates 284

Adding Classes 214

Adding Entry Restrictions to an Account Template 395
Adding Instructors 293

Adding Instructors to Classes 295
Adding Members to Groups 135
Adding New Correspondence 353
Adding Others to Groups 137

Adding Session Templates 271
Adding Sessions 275

Adding Terms 281

Adding Watch criteria via Administration 490
Administration 383

Announcements 18, 26, 402

Applying a Discount 43

Approving Promotions 472

Avrrivals 55

Arriving a member in a class 59
Assigning a barcode to a product 196

B

Backing up the Database 12

Book Classes using the Clubware mobile app 254
Branch 16

Branch Closure 412

Branch Groups 410

Branches 404

Bulk Class Rollover 314

Bulk Payments 414

C

Calendar 18, 146

Cancel a class booking using the Clubware mobile app
255

Changing branches 16

Changing the logged in user 10

Changing the Sort Order of a Lookup List 449

Charging for a Resource or Instructor 153

Class Templates 284

Classes 212, 214

Clubware 2.6 494
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Clubware 2.7 503

Clubware 3.0 511

Clubware 3.1 515

Clubware 4.0 520

Clubware 4.2 530

Clubware 4.3 535

Clubware 4.4 539

Clubware 4.5 542

Clubware 4.6 544

Clubware 4.7 546

Clubware 4.8 549

Clubware Bookings 148

Clubware Mobile App Registration 251
Completing a Pre-Screen Questionnaire 112
Completing a Stocktake 203

Configure Clubware to Record Exits 61
Configure Online Bookings 243
Configuring a Camera 458

Configuring a Cash Drawer 460
Configuring a POS Printer 464

Configuring a POS Scanner 466
Configuring an Entry Scanner 462
Configuring an Individual Favourite Report 23
Configuring Branch Settings 405
Configuring EFTPOS Cash Out 53
Configuring Hot Keys 32

Configuring Online Settings 397
Configuring Promotion Approvals 471
Configuring Staff for multiple branch access 485

Configuring the Favourite Reports list for a Security

Group 24
Correspondence 352, 353
Creating Certificates 366
Creating Labels 364
Creating MMS Messages 371
Creating SMS Messages 368

D

Data Design 419

Designing a New Entry Card 434

Duplicate Head Office Products to Branches 199
Duplicate Products on a branch 197

E

Editing a Price at POS 47

Editing a Recurring Booking 170

Editing a session 221

Editing an Existing Scheduled Report 342
Editing Report Permissions 480

EFTPOS Cash Out 50

Enabling Group Billing 138

Enrolling a Member from a Waitlist 290
Enrolling in a Term Class 120

Entry Cards 434

Exercise Templates 441

F

Favourite Reports 18, 22
Finding a Member 81
Fitness Program Templates 444

Front Desk 28

G
Groups 134

H

Helpful features 360

How to 19, 32, 81, 148, 191, 214, 260, 322, 353, 388

How to create an announcement 26
How to use the Main Menu 10

Instruct members to use Online Bookings 246

Instructors 293

L

Link Branch Products to Head Office Products 200
Linking Activity Types to Activity results 21, 65, 130,

451
Lookups 447

M
Machines 454

Manually Processing an Arrival 55
Marking as Attended 227

Members 71, 81

Merging Correspondence 373
Modifying a Report Layout 334

My 18

N

Navigation 5
Navigation Panel 7

O

Ordering Stock 205

Orders 205

Overview 18, 28, 71, 146, 189, 212, 258, 321, 352, 383

P
Point of Sale 32
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Processing a Refund 40

Processing a Sale 37

Processing Bulk Payments 414

Processing Unmatched Records 142

Product Groups 211

Products 193

Programs 260

Promotions 467

Prospects 131

Purchasing a concession card using the Clubware
mobile app 256

R

Receiving an Order 209
Recharging a Concession Card 99
Recommended Hardware 3
Release Notes 494

Removing an attendee 231
Renewing an Account 94
Reports 321, 322

Resources 475

Retail Management 189

Running a Report 22, 326
Running the Activity Wizard 331

S

Saving a Standard Report as a New Report 340

Scheduling a Report 346

Scheduling Correspondence 379

Security Groups 477

Sending one off Ad hoc SMS Messages 370

Sessions 271

Setting up Classes and Enrolling Members 303

Shortcut Keys 8

Staff Members 482

Stocktake 203

Suppliers 191

Support and Updates 4

Supported Hardware 2

Suspending a membership using the Clubware mobile
app. 257

Synchronisation 14

Synchronising with a Billing Company 14

T

Taking a Payment for a Booking 158

Taking an Account Payment 104

Taking Payment 237

Taking the Roll Call for a Booking. 173

Taking the Roll for a Class from the Calendar 177
Term Classes 258, 263

Terms 281

Timetable 66, 241

U

Unlink Branch Products from Head Office Products
202

Unmatched Records 142

Use Report Hyperlinks 345

Use the Template function in Clubware 362

User Defined Fields 486

Using a Token in the Filter Criteria 424

Using Hotkeys 36

Using the “Automatically mark booking members as
attended if within x hours” option. 172

\%
Viewing the Error Log 13

w

Waitlists 286
Watches 489
Working with Member Photos 87

Z
Zones 492
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For more information about Clubware contact:

! +61 1800114777 ' +64 9 481 0490
« ‘ support@clubware.com.au support@clubware.co.nz
' www.clubware.com.au ' www.clubware.co.nz

clubwore



