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Installing software

Installing Club Administrator

1. Installing Software

e Software is compatible with Windows Vista, XP and 98.

o Software can be downloaded from www.fullcontact.com.au or is available on
CD.

¢ Install main Club Administrator application first following the prompts from
the installation program.

o If you wish to have students record their own attendance you will also need the
class entry module, this can be installed on the same computer or another
computer. This can be installed at a later date if required.

o If you will be using the Class Entry module to capture student attendance,
install this as well.

o A font file 3of9barcode.ttf is placed in the installed folder, using control panel
— fonts install this font to enable printing of barcodes.

o Two file pkzip.exe and pkunzip.exe are in the installed folder, copy these to
the windows system folder “c:\windows\system32” to enable backups to run.

Upgrading from previous version

1. Back up data
o Club Administrator has a built in Backup function, ‘File’ — “Backup Database’
or you can use any other means to backup the file club.mdb that contains all
your data.
o |f you have any problems you can always recover as long as you have a
backup of your data.
2. Install Software and Upgrade
o |Install Club Administrator software following prompts.
e When you first open the software it will automatically apply any updates
required (it may need to shutdown to finish applying changes).

Registering
When you initially install or upgrade you will have 28 days to register.

e You will be shown a registration screen when you start club administration (note:
this is not displayed until you begin entering data), this contains a unique serial
number that you must supply to receive an activation code.

o During the trail period just click cancel to use software (note: this screen may
redisplay twice when first starting software).

e If you are connected to the internet select yes when prompted to email Full
Contact Software the serial number. email: action@fullcontact.com.au .
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Navigating and using software

Club administrator is designed to be user friendly and easy to navigate and use. If you
have used other software packages you should find this a breeze. For those of you who
may be newer to computing here are some simple tips on how the software works.

Menu’s

You enter data, view data and reports and perform other functions by first selecting the
option you want. For example if you want to look at or set up the different class types that
will be available for people to attend then you would click the timetable menu and go
down until you see the class types option then click this as shown in the diagram. You can
also access regularly used functions by clicking icons (pictures) on the tool bar.

3% Club Administrator Seido Karate - Grovedale

File  Attendance Student Contact  Membership Fees Grades | Timetable | Stock  Finance  Reporting  HouseKeeping  Help
M W b ’(ﬁ 8 -@ Q e ] -_ Yiew Timetable
@ Update Timetable

Class Roles

Class Types

Locations

Class Timetable

Class Attendance Pattern

Altering Dates

Where dates are entered you will see a small calendar button also. Clicking this
B button will display the select date screen, to simplify date selection.

Finding Students

% Where you see this button on forms you can click it to bring up the select student
=l window. This window will list students, to see student pictures click show pic’s.

Adding and Deleting records
L Sessions Sessions  ON the side of record lists you will see record

iti Credit P e
e o Toymem  selector squares. To delete a record click in

Ad d 1 1 . .
il the square, it will change colour, then press

Beginner ! ' delete on the keyboard. To add a record go to
_ General ! ' the record with a * in the selector square and
! | type the information in.

Record: |4| 4 ” 1 b IH IHKI af 3 (Filkered)
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Importing Data

Prior to importing student details you should set up your initial configuration, including
membership types, programs, grades and age groups (see next section). The following
details how to load data from a file(s) or spreadsheet(s). If you have data in a database you
should export it to a file so it can be loaded.

=

Go to “File-Import Students from file” in club administrator.

2. Select the format of the file you wish to load, it must be either a comma
delimited file or a spreadsheet.

Locate the file to import data from.

4. Inthe Map Data tab select the appropriate fields to load the data from. You can
omit any data you do not have. If your data is contained in several files you can
load these separately but where part of the students record is in more than one
file you must be able to like them by either student ID or name. To link by name
check ‘Use Name as key to load file’.

E= Student Data Import x

w

Step 1: File Type | Step 2 Find File | Step 3 Map Data | Step 4 Custom Data | Step 4: Load Data

Step 3 map data o load [leave blank any data rot available in load)

Field description
Student 1D
Tite:

First Name:
Suname:

Sex (M/F)
Date of binth:
Addiess:
Suburb / Towrn:
2P / Posteods:
State:

Phore Home:
Phone Waork:
Phone Mobile:

email:

Membership Type.
Training Fee:
Training Fee Date
Anrwal Fee Date
4dd to Student

Grade:

Classes Since Grading
Date Graded

Field definition

StudentiDr :

Default Values

T

[baE [=] [ Glandi

[Membership

[=] [ 0fJan0
=] [ oTdania

[Grade = [Feomer =]
Senior j

]J

Sample Data Mewt | Prev. Data Load Conditions

800

B

Patick

Wig

M
134011964

[=] [Inital Load frol foul ] Cash 43

Tst Kypu

™ Use Name as

Load as active if :

ctive Yes

res

W Useageto

key to load file

equals

determine group

Nest

oo

Student ID, if you have an id number assigned to students then load in this field.
Names, if you do not have first and surnames in a separate field you can put

complete name in as firsthame and leave surname blank, the load process will
spit this into 2 parts. If you have the name stored in reverse order eg. surname
firstname then put name in surname and leave firstname blank.

c. Sex/ Date of Birth, these must be loaded in the system, if you do not have this
information for all students set a default value and this will be loaded against
students where it is missing.
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Membership details, all students will be assigned a membership type, if you
wish to load all students with the same membership type initially set this up in
Club Administrator Member Types then select this membership as the default
value. Alternately if you have different membership types in your records eg.
Child, Adult, Concession etc. then you should set these up, making sure that the
description in Club Administrator matches that in your file perfectly. If you will
be loading all to one membership type you may want to call it something like
‘Initial Load’. If you have different payment amounts that members may be
paying then specify this amount in training fee and this will override the standard
amount for a membership type. You can load members as active or inactive or
can make this conditional on a field in the file being loaded.

Family Memberships, if you have memberships where more than one student
are associated with the same payment then these can be loaded to the same
membership. The paying students number needs to be specified in the ‘Add to
Student ID’ field when initially loading other family members.

Grades, only one style / program can be loaded in one load. You must set up this
style in club administrator along with any grades and age group information you
will be loading prior to loading it. To load a member against a style they must
have an age group and grade assigned so select a default value for these to be
used where none is found in the file. You must also make sure that your
descriptions match those in club administrator exactly.

Grade / Promotion history, you can load promotion history with this load
process. To do this grades must be loaded in the order they where obtained. The
following is an example of a file that could be used to load past promotions. Most
recent grade must be last one loaded. If a column is added with number of classes
since grading this figure will be loaded against each promotion also.

StudentID Obtained Grade
901 1/02/2009 4th Kyu
901 1/07/2009 3rd Kyu
901 1/10/2009 2nd Kyu
901 1/01/2010 1st Kyu

Multiple styles, If you have data for more than one style you must load these
separately, additional Style / Program files would only need to contain the
student number and the Style / Program information.

A preview of the data to be loaded is displayed in the Sample Data column so you can

5.

6.

check that these have been correctly mapped.
Select any custom data fields you wish to load and map where the data loads

from.
Click load data and all data will be loaded.
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Initial set up of data

Some sample configuration data is entered in the database ready for you to use. You can
immediately start adding students, recording attendance and experimenting to see how the
software functions. Alternately you can go through and set up the configuration data to
meet your requirements.

General Options

e Tax Options
When you first install the software the Tax Options are on and a default Tax of 10%
is set. If you are not going to be recording Goods and Services Taxes or if the
amount is different to 10% then you should update this setting now. Go to the File
menu and select options, Then the Tax tab and enter the correct configuration.

e Other Options
You will see many other tabs in the options screen, you can set up these options now
if you wish or do so later at any time.

e School details
To display your schools name and details in various places, go to the File menu and
select Club Details. Enter your school name and address, then select the Club Logo
tab to load your club logo so this can be displayed also.

Membership types

Go to the Membership menu and select Member Types. You set up membership types
that you can then assign to students as they are entered. Several sample membership types
are already set up when you initially install the software.

& Membership Types E@@
| Membership Maintenance.  Chengssto fees vl lsks sffect immedistsly, new fess being chergedta. =]
students as fees become due or new contract entered inta.
Expire
Contract Classes
- Annual Ann. Training Fee  Training Period MNumber External Free Classes each  Number
Description Fee Tax% Fees Tax% Fee Period Contract P t llection Gradi period in use
Eg Esemal Collection | $30.00 10. | [ 35000 10 | [Fotrighty =] T | ¥ r r 2
Eq. Fortnightly Fee [“s3000 10, | [ s000) 10 | [Fomrighty =] T r r r -
Eq Ma<10classpermont [ $0.00) 10. | [ $40.00) 10. | [Monthly =] M ] ¥ r m M -
Eq. Mult class pass [ soo0 100 [ $7500) 10. |[eay -] [ ] r r o T -
Eq. Sessional [33000 0. [ 3750 10. | [Sessional =] T | r r r =
Eq. Tem Conract [s3000 10, |[ 95000 10. | [Montly =] M| ¥ r r 2|
Eg. Tealy [Ts3000 10, |[ee0000) 10 |freay =] T r r r - -
Record: 4] 4 | AL R

There are several types of membership supported. Use as many of these as you require.
Annual Fees: Enter the amount for annual fee in ‘Annual Fee’

Annual membership fees are available to be used in conjunction with all other fee types,
this is for recording an annually occurring fee (can be used for insurance).
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Training Fees: The amount entered in this column will be the recurring training fee
amount. It will fall due at the period stated in the Training Fee Period. If this is set to
sessional then it will fall due every time a student attends class.

Period Contract: If the membership is to be a fixed term, normally 6 or 12 monthly then
check this box and enter the number of contract payments in the following field. If the
membership has a minimum period, eg, 6 payments then do not check this box.

External Collection: Check this box if membership fees will be collected by an external
company or by a automated collection system. This also includes if you are going to put
through credit card transactions on a bulk basis.

Free Gradings: Select this if membership type entitles students to free promaotions.

Classes: This field is used to limit the number of classes a student can attend. If they are
only permitted to attend 10 classes per month enter 10 in this field, set membership to
monthly and check Expire classes each period. Classes can also be used for multi class
passes where a student pays for a number of classes, in this case do not check expire
classes each period, the training period will be show the length of time until the multi-
class pass expires.

Styles & Programs (professional version only)

Go to the Grades menu and select Styles & Programs to set up multiple styles and
programs. If the style you are setting up will have different grades or levels check the
multi level option.

Grades & Levels

Go to the Grades menu and select Grades & Levels to set up Grades and levels for each
program. Select the program in the Select Style Program box then enter it’s levels.
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& Grades + Levels
Select Style / Program: [Seido Karate J=1 |
NOTE: Numbers order must correspond to grade order. =
Requirements to go for next Grade Limit to gtﬂ:fer::ls with g;ﬂ;ﬁon Es:sgg?ke
Number Description Time[weeks) Classes Cost agegoup  Grade records required
10 [Beginner 8 20 $000 [ar o | =] i =i
20 [BthKyu g 20 [ s2500 far ] | =1 =
[ 170 [7thDan 0 0 000 [ar ] | =1 =i
15 [BegAdv1 4 8 $1000 [Tigers =] | =118 ]
17 [BegAdv2 4 ] $1000 [Tigers =] | B[] Faf
b 19 [Beghdv3 4 8 $10.00 [EREE - | =1 [ o
* 0 0 0 3000 [ar =] | =1 =] &
Re-Sort :J
Record: 14| € [[T 20 _» | M1 || of 20(Fiered)
b e et

For each style or program you set up there will be a default level of Beginner set up
automatically, this level can not be removed however you can update the description if
you need to.

Number: number will determine the order of grades (maximum 255).

Classes: is used to check if student has completed enough classes to grade.

Cost: This is the cost to grade to this level.

Limit to age group: if you are using multiple age groups you can have grades restricted
to one age group or open to all age groups.

Certificate number required: a unique certificate number will be assigned each time a
student grades.

Age Groups

Go to the Grades menu and select Age Groups to set up multiple age groups. If you are
operating children’s programs then this will enable you to separate and manage different
age groups, keeping separate statistics and information for each group.

Class Types

Go to the Timetable menu and select Class Types then enter in the various class types for
each style or program. This enables you to track attendance in different class types. When
setting up class types the Session Credit column will determine the session credit given
for attending this type of class. If you set up a camp class type and you want students to be
credited 5 classes for attending you should enter 5 in this column. The session payment
column is used primarily for determining payment amount with sessional memberships.
The training fee will be multiplied by this figure when requesting payment for attending a
class.
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Locations

Go to the Timetable menu and select Locations. When using the class entry module
locations are used to limit the display to the selected location. This is useful to track
classes when operating in multiple locations.

Custom Data

Go to the Housekeeping menu and select Customize. Custom data fields are available for
you to set up for both leads and students. You can set up as many fields as you like to
record different data about leads and students.

From the screen list select the screen you would like to add custom data for. Any fields set
up for this screen will then be displayed. Note you should only use this screen when no
other screens are open.

When clicking Add New Field sets up a new item based on entered parameters:

e Numberic Field ID: this number will determine the order in the list.

o Field Display Type: A text box is a standard entry field, A Combo list provides a
drop down list and a check box is ticked yes or no only.

e You must then enter the data type: Integer is a whole number only; Double
precision caters for decimals; Currency will display based on regional currency
settings; Date is for dates only; finally a string is a text entry, if you enter a
number of 5 there will be a 5 character filed created. The maximum field length
is 255 Characters.
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= Create Custom, Fields

Screen: [Student details ] Sample / Test display
Field: |1 Found out abiout club through A Found out about club through
3 Bl Size | [=]
3 F'are_nts names Eelt Size
) Medical note 1
a] Medical note 2
7 lained far 1 FParents names
8 Jaoined for 2 " |
2 flncination » tedical nate 1
#4dd Mew Field ‘ Delets Field | lMEdica' note - —
Field ID 1 Juoined for 1
Field Type |D:|mbo Box String [200) | _ j
) _ Joined for 2
Field \w/idth 00 2 maximurnn widkh | j
Caption Occupation
|F|:|unl:| out about club through | j
Help tip Past Experience
Select reazon from lizt or enter new |
Y'ears Experience
Cantrol Farmat |
| page 1 af 2 Mext page

Once this is done and new field is created you can enter the description, width and help tip
in the entry boxes provided. The control format can be specified for dates, such as ‘long
date’, ‘medium date’ or for those familiar with format masks in Visual Basic any suitable
format can be entered (if you’re not sure ignore this option).

To remove a field simply select it from the Field list and click Delete Field.

Note: do not open any other screens or reports while you are using this screen, doing so
may cause the software to fail to create these.
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Students

Add Students
Go to the Student menu and select Add Student.

Student Details Membership Details
Student D |56 Add to Existing

Title Firsthame Surname )
Marme [He j|John [Smith Membership type |Cash 53 hd
Sex & -
LOE 01-lan-80  Age 26

Fee Period
Add 1B St
ees rown Training Fee | $53.00 [Fortrightly -]

City/Suburb |Geel0ng j Al elten e | | j
State Wic - postcode 3220
Phane Home  [03 5222 1100 Inital Training Details
Phone Wk, -

oo T T S—r Style 4 P . |Seido Juku Karat -
Phore Mobile [3473 303 805 yle £ Progiam: |Seido Juku Karate =l
email |inhnsrithizshotmail com Start Date: | 25-Sep-08 ﬂ
Comments Current Grade: |Eeg|nnel ] |Sen|0r. ]

Classes completed: |2 Ir:jcentwe
rogram [~

Meszage J member

Add Student Wigw last added | Cancel

Enter Student details. You must enter a Name, Sex and DOB for every student then select
a membership type. In the initial Training Details you must select a style or program for
the student, if they will be doing multiple styles you can add them later. The start date to
enter is the date the new student will be paying fees. For existing students do not use the
day they started training, otherwise it will prompt you to collect fees from then. You can
enter their actual start date later, along with their promotion history if you decide to.

Family Memberships: If you have family memberships where one person pays for
multiple members then you can attach them all to the one membership (you will need to
set up family membership types with the total fees that need to be payed). To do this click
the Add to existing button then select the person from the list whose membership you
wish to add them to. If you have created a student and not done this, you will need to
deactivate them and activate them, when you activate them you will now have this option.
The Activate Student and Deactivate Student screens are also under the student menu.
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& View Student Details X

Student Details
Student 1D 569_~ Current Student
Mame: |J ohin Smith | %
Sex Male .
{]u]:] M-Jan-80 |50

Age 26
Address |1 Brown 5t

Geelong ic |322D

Phone Home |03 5222 1100

‘whork
Mabile [0413 909 808 E

e-mail |i0hnsmith@hotmail.com
Comments

Message |

Start Date 25-5ep-06

Membership + Training detailz l Customn details ]

Membership Detnils

Papes Name: [John Smith -1
Member Type [Cash 53 =]
TrairingFee [ $53.00 Due [ 25-SepOf
Training Details
Shle / Frogram Active  Grade:
Seido Juku Karate | Yes Begiriner
Seniar
Obtained:
24-5ep-06
Add | | Stop | ™ Incentives
ClassMwesk: Last class:

Card not printed

Update Student Detailz
Update Membership
Receive Fees
Record Sale
Accounts
Show Payments
Yiew Attendance
List claszes Attended
Scheduled Promations
Promate Student
Promotion Histony
Student report
Student Motes
Manage Agreements
Exit

The view student screen is one of the most useful in the whole system, from this screen
you can perform almost all functions related to a student. To get to this screen go to the
Student menu and select View Student, Click on the face icon or if you are in any screen
that has the Student status display (the green bar with ‘Current Student” shown above),
double click on this and it will open the View Student screen.

Student Pictures: There are several ways to manage student pictures. If you click in the
box ‘click to insert student picture’ you will be prompted ‘Insert Picture’:
1. Click ‘no’ then press shift + insert and paste a picture you previously copied to the

clip board.

2. On the options screen (See General Options) is a ‘Student Pics’ tab. If you have the
“Use Microsoft Photo editor’ option checked clicking yes opens Microsoft photo
editor to manage your pictures (note: this comes with Microsoft office though it is no
longer available in Office 2003).

3. Ifyou don’t have Photo Editor then do not check this option, instead you will be
prompted for the document type you should choose ‘Bitmap Image’ or another

appropriate image type.

SMS: Click the phone icon to initiate an SMS to this student.

Email: Double click on the email address to open an email to this student.
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Comments: comments field contains general details you wish to be able to readily see for
student.

Message: Anything entered here will be displayed in the class entry module before
student is shown classes to attend.

Custom Details: Click the Custom details tab to view or enter custom fields.

Training details: If you are using the professional version use the add, stop and delete
buttons to add and remove training programs a student is enrolled in.

Other functions: the buttons on the right all perform described functions.

Contact Students
Go to the Contact menu and select Contact Manager or Follow up notes (not shown).

S Club Administrator  Seido Karate - Grovedale - [Contact Management] g@@
Fle Attendance Student Conkact Membership Fees Grades Iimetable Stock Fpnance Reporting  HouseKeeping  Help -8 x
Wik bR ®EH CHEHEHAFSHS S BEF O & P,
Style / Program [Seido Juku Karate = I Limit to those absent since 135ep06 | Ignore absent since euglE 2 E 4sms I
1D | LastTrained | Name |_Age| Home Wark Moble Fees Due | Member Type | Comments o
554 264ugDE  Rhys Cooper 13 52414366 52417104 0414414365 254ug06 DD 33 AMOK rienmber 300 | ]
conpsE2@intermode. annet ey
557 264ug0E  Eleanoe Castleman 16 5251 9253 13NowD6 Cash’58 F —
abfootBazemsi 4
563 264ug0B  Emiy Malioss 5 52437135 0417524355 06-0ct06 DD 48
kendallmmagic@yahoo.com
30 2BAugDE  JoshWulie 14 52532502 52632278 0433503935 254ug0E DD 48
me_josh1 @msn cam
568 264ugDE  Daniel Rabbal 8 5241184 0414809508 11Dec06 Cath5a
rzerabiral com@yahon.com
67 264uglE  FyanRabbal 4 5241184 0414809505 11Dec06 Cash58
1aerabbal com@yahoo. com
Additional Details for:  [Stile/ Frogrsm | Active _ Grade Update Comments:
Josh Wylie Seido Juku Karae ves  [COUEIERR] [ ot |
Youth
Student Nat
MR dent hotes emait me_joshl @msn.com |~ attach student report
add Stop | W Incentives Wiew Student
SMS: 0433509336 |
Class/Wesk: 313 Last class: 28 Aug 06 Deativats Student -

Record: 4| 4| 46 b [w0 0] oF 204

The contact manager and follow up notes screen give you access to all your students
details and records from one place, while presenting their phone and email details to make
contacting them simple.

At the top of the contact manager are criteria you can use to limit the students displayed,
when this first opens it shows students who have not attended for 2 weeks. Where
columns have clickable buttons this will sort the data.

Follow up notes screen has the same functions but it only displays students with follow up
notes against their name. To create a follow up note go to the view student screen or
contact manager and click Student notes. Put in a follow up date and it will appear on the
follow up notes screen when it’s due. Due follow up notes will be displayed when you
first open Club Administrator to remind you action is required.
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Fees

The fees a student is due to pay are determined by their membership type. When initially
setting the system up with existing students it’s important to get all the due dates for fees
correct. Use the Update Membership screen under the membership menu to do this.

Internally collected
To receive student fees select Receive Fees from the Fees menu.

| Receive training fees

Student Details Payments Due
Student D 548 _~ Current Student Affiliation | Annual  Training Tatal

I arnes Dion M atchar] - % Over Due $0.00 000 $0.00 $0.00

Within 14 days $0.00 $000 4300 $43.00

Comments
Total Due $43.00

Message

Membership Details

Payee Mame  |Dion Matchan -]
Payment Details
Payment Date 29-Sep-DBE
Payment Hext Due
Member Type [Cash 43 =1 . il
Traiving Fes: [ $43.00 [ 250ct06 |
Affiiation Fee: [ $0.00 [ 05-Aug09 2|
Total: $43.00
Fee Due
Trainihg 43 Fartnightly 11-0ct-06
Process Payment |
Style / Program: |Seid0 Juku Karate j
Affiliation $30.00 Three Year 05-Aug-09 Exit ‘

Update Membership |

This screen will automatically show payments that are overdue or due within 14 days.
You can update the payment and due date details clicking process payment. If you enter a
payment and then discover it was entered incorrectly for some reason, simply enter it
again but change the amount to negative (eg. If the above was processed to reverse you
would enter -$43.00 and click process payment again).

Affiliation Fees

To set up affiliation fees select the Affiliation fee option from the Membership menu.
This screen gives you all the options for managing affiliation fees. You can set up
different affiliation fees for all your programs if required. There are two ways affiliation
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fees can work. Select the Affiliation Types tab on this screen to set up affiliation types.
You will see a check box, Pay by Club this determine how affiliation fees will be handled.
They can either be paid by the club, in this scenario the student may not even be aware of
them, the club pays for the student. Alternately they are paid by the student and will
appear as another fee students pay. If affiliation fees are paid by the student they are
received in the Receive fees screen. If they are paid by the club the are collected in this
screen also, click Club report and update tab to access these functions.

External fees

For students on external fees you are able to set up and manage agreements within club
administrator. To set up agreements select the Agreement Management screen on the
memberships menu.

B Agreement management g@@
Select Agreement pLITL T NG IR ETTES
Student Name: Student: 30 - Josh wiylie Ph. Home: 52632502 Wwork: 52632278
m :Iv Address: 28 Golf Links Rd
Student No: Anglesea Vic 3230 _ Aerstugent |
oot otets |

eemens: s Collection Agency: |Pay Smart -
Agreement: 324 amendment to: 182
13 up-re | 19-0ct-05

q upre | 13Mar04 Status: |Update Entry Created: |29-Sep-DB 1212 Start date:| 25-4ug-08 E

4 agp | 120ct03 tMembership: DD 45 Tyupe: Ongaing Agrestment Alter b embership
Period: Fatnighty Fees: 48

Browse &l Agresments -
Print Agreement Payment details
Credit Card  Direct Debit

Current Agreement

Card Type: Wiza_~
Blank Agreement
oo | Hame on Card:|Jennifer wiylie
Blank Suspension
Blank Cancelation Credit Card Mumnber:|4340 1243 7803 1245 Expiry Datez| 11/09
—_— mmeyy
Perform Action
Mew Agreement ‘ ‘ Suspend Agreement ‘ Approve Agreement Delete Enty ‘

Here you can set up all details associated with the agreement, including cancellations and
suspensions. You can print agreements either with students details or blank, allowing you
to have students complete details and enter them at a later time. Note: membership and
fee details are not fixed by the agreement so if you change these then they when you are
receiving fees they may not match the agreement.

If you have external fees and are using multiple collection agencies or changing from one

agency to another you will need to set up these agencies in the Collection Agencies
screen under the membership menu.
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B Collection Agencies E@@
Default Agency: |Paysmart - =]
ID Collection Agency Payments File Format Field d ipti Field definiti
4 ‘ 1 [Paysmart © MaFike Reference D for student: |[Reference]

Payment received: [T his Period]
Sumame of student: |[Sumame]
" First line of file contains First record First Name of student; [[Fiet Name] e
" First line of file containg Header summary data. Date Payment received due:
Fiemaining Papment(s] value:

2

iFirst ine of fle contains Field names.

] |E2|Deb|t  NoFile Feference |D for student: [[F3]
F. b received: |[F5
" First line of file contains Field narmes. ayment recetved: |[F5]
Sumame of student:
& First line of file containg First record First Name of student: ’—
™ First line of file containg Header summary data. [rate Papment received due:
Remaining Payment(s] value:

=]
Record: 14| 4 | AL

Most of this screen is related to receiving files from these agencies, above are the format
configuration for 2 commonly used companies.

If memberships are flagged for external collection you have several ways these can be
managed and processed.

Manual Statement entry

This is the simplest method. When you receive a statement of what has been collected
from the external company open the Receive External Payments screen under the Fees
menul.

B EXTERNALLY Received Contract Payments

W Show fees due before: lﬁep-ﬂﬁ B Shaws individual -
with no papments Collection Agency: lm payment details
Receved Remainming Payments
Date Due ID Name Entiy Box  Papment Due To Go
29-Sep-06 [ 538 Damian Bennett $£353.00 $38.00 Fartrightly
29-Sep-06 [ 514 Jazon Bifano $£73.00 $73.00 Fartrightly
25-Aug-06 | 421 FRobyn Bareharn-Hill $38.00 Fortnightly
29-5ep-06 | 546 Kelsey Buchanan $33.00 $33.00 Fartrightly
b 2480006 [ 309 Jeremy Carnuthers | s | 456,00 fdonthly
11-4ug-06 | 408 Caleb Cazey $28.00 Fortrightly
TOTAL: | $144.00
PROCESS REPORT
Payments | + Part Payments Frev payments Current entries
Recard: M| 4| 5 M of 70 {Filkered) J

All students on external memberships will appear sorted in alphabetical order, simply
enter in all amounts received and click process payments. If you click the + Part Payments
button it will finalize payments where the full amount was not received. Doing this is only
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recommended where no more payments will be received from a student and they still have
a partly outstanding amount.

If you discover an error after you have processed an external receipt there are two
functions under the fees menu to fix these:
e Combine External Receipt — allows you to process additional transactions and
add them to receipt.
e Remove external payment — lets you select transactions on the receipt and
remove them.

MOTO Transaction entry

Anther option used by some people is to process credit card payments themselves, usually
as MOTO (mail or telephone order transactions). To do this use the Bulk Payment
receipt function of the Fees menu. This screen works identical to the Receive External
payments screen except:

e It displays bank or credit card details to facilitate easy entry and processing of
these.

e For each record entered it creates an individual receipt. This is done so that if
the transactions are being entered through an EFTPOS terminal that is used for
other transactions as well (as is normally the case), you will still be able to
balance the terminal receipts against Club Administrator transactions for that
same period.

File upload

Uploading a file of payments received is by far the most efficient and accurate way of
processing external payments. To load files select the Process Payments File option from
the fees menu.

The 2 critical pieces of information required for this:

e The Amount being received.

o Areference number, this determines which membership payments will be
applied to. There are 2 ways to assign reference numbers, you can go to the
update membership screen and enter it in the External Reference Number box.
Alternately when you process a file and a reference number is detected that has
not been assigned you will be prompted with a list of students and can then
select the correct student to assign it to.

The file upload creates an external receipt identical to those created with Manual

Statement entry. You use the functions for correcting errors with these to correct any
problems with files received.
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Classes

Timetable

You can add and update existing classes through the timetable menu ‘Update timetable

k)

option. When setting up classes use age groups and level requirements to only have
classes displayed to students eligible to attend them.

If you wish to limit classes to specific students you can use the class role function under
the timetable menu to achieve this. When using the attendance entry screen this allows

you to record required payments for all students not in class.

Attendance Entry

Go to the Attendance menu and select Attendance Entry.

5| Attendance Entry g@@
Todsdoe| 26 Sen 08 Attendance Entry

Clazz date: | 25-5ep-06 E Monday
Location : [Main Dojo -

TIME CLASS

Student No: [ & - %
Student Name: |Mietta Scarlett =

Malcolm Ayles

Cassie Ayles

Liza Robinson

12:30 PM_Beginner Rank: 7thKyu  Jurior _ AlerInstuctors_|
12:30 PM Combined Graded Age: 6
4:10 PM 4-7 Dragons Sex: Female Name Rank StudentlD
Micky Robinson  3rd Kyu 154
4:45 PM 4-7 Dragons India Robinson  Bth Kyu 296
. - Jeremy Carruthers | Sth Kyu 309
5:30 PM M Yiew Attendance Med Gude St Kyu 310
6:15 PM Black Belt Class = i Jack Clark th Kypu 339
= emove [Tom Jordan Kellett Sth Fyu 376
6:15 PM_Beginner A to Clase Class ‘ Kendra Schmid | SthKyu 389
3 Liam Fiolet Eth Kyu 397
7:00 PM Green / Brown / Black
|Student Mietta Scarlett in Class. Alexander Osborm 7th Kpu 359
7:45 PM Blue / Yellow Mietta Scarlett Tth Kyu 398
8:35 PM Meditation
E4sms‘ Instructors R eport EXIT ‘

This screen is designed to allow reception staff record students attending classes. Classes
on the timetable for that day are listed on the left. Simply click a class to make it active.
Then enter the student number or make to locate students, once located click Add to class.
You can record instructors by clicking on Alter Instructors. This screen also allows you to
send bulk SMS’s to all students in a class or produce a report of students in class.

If there is a Class Role for this class then 2 additional buttons will appear, Click Class
Role to get a listing of all those on role and Not in Class button to make it simpler to add
students who will be attending.

Note: this screen will accept scanner input.
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Member Entry & Barcodes

Go to the Attendance menu and select Member Class Entry. When you first open this
screen it will be waiting for a student number to be input, once it is you will see the
students details and classes available for them to attend as shown below.

E Member Class Entry

Member Class Entry

Seida Kawste - Grovedale

Time Class Student 100
Bl 515 P Do | YT | Vesse Robinson
Seido Juku Karate
ﬂ 8:00 PM Sparring | class.by Grade: Promoted:
SUCUUER | ondiquYth  25-Feb-06 (30 weeks)
number Classes since Gradings: 52

Average weekly attendance: 1.79

Class Scheduled Gradings

Available Try for Date (weeks)
- 1st Kyu 28-Oct-06 (4)

Class
attending

Affiliation Fee OVERDUE: 25-Sep-06

Added to class 1

Enter the number of the class being attended to record attendance. This screen shows
scheduled gradings, attendance data and any over due fees. If you have a scanner and / or
numeric keypad it will accept input from these devices.

Barcodes: You print student cards and barcodes from the Student Id Cards option on the
student menu. For barcodes to scan it must be good quality print, either use a laser printer
of ink jet with photo paper. When you print barcodes if you see numbers instead of the
barcode there has been a problem with the barcode font installing. To rectify this remove
the font file 3of9barcode.ttf from the font folder. Then reinstall it.

Class Entry Module

The other option for recording attendance is the Class Entry module, this program gives
you much greater flexibility in how attendance capture is performed. Overdue messages
and lock outs can be customized with different time periods for different fee types. To use
the class entry module:
1. Install the class entry module from the CD. This can be installed on the same
computer as the main module or a separate computer. For ease of use it’s
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recommended that the 2 computers be networked however this is not
essential.

2. Send data to class entry module from main computer. If computers are

networked you can use the Data Synchronize function on the file menu. In
this screen you need to update the Student Entry Location to be the path to
the class entry module. Then you can perform all your data transfer needs
simply by selecting full Synchronize.

& Class Entry Data Synchronize Manager

Student Entry Location: [{l

™ Backup Attendance Data

Fulsyndvonze | Send Student detals | Lnad AttendenceData |

3. If the computers are not networked to transfer data you will need to use the
file menu options, Export Member Data and Import Attendance Data.
The file created with the export function needs to then be transferred to the
class entry PC and imported. Likewise the attendance data is exported from
the class entry module and sent back to the main module.

4. Open the class entry module, close the Student Entry screen to access the
menus. Then select import data to load the student information. Periodically
you will need to go to this screen and select export data to create a file to
send back to the main module (note: none of this is required if you use the
sync screen).

Stock and sales

The first step in setting up all your stock is to enter all the items. Go to the stock menu and
select the Items screen.

B ltem creation and maintenance

Category Sub Category N
Mon 5 ale items A~ hdd Black. Add
Services — -
i ; Mave item Markup %
Aok Edt Fatches Edt ta new Clags 17917
[, | Delete Delete
¥ | Description [Gi-100z =] Supplier  [lals =1 Allow: MOrders M Sales
keycode 119 Shock, 2 OnOder | 0
Prod Code Reorder at 0 Omderta 1
Sz 2 Before Tax % Tax Actual
Calour i hite - Cost | $21.82 | 10.00 | $24.00
Pack size 1 Sell | $60.91 | 10.00 | $E7.00
Description [Gi- 100z 1 Suppler  [Jols ] Alow: M Orders ™ Sales
k.eycode 52 Stock, 2 OnOder | ]
Prod Code Reorder at 0 Oderto i

You can set up Categories and Sub Categories to group the items you sell. Use the Add,
Edit and Delete buttons to set up as many as you require. You should use these to
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logically group items, this will allow you to easily find them and also to look at sales,
profits and other statistics for categories. There are two special categories:
e Non Sale Items — these items can be included on orders to suppliers but are not
included in stock takes and other functions related to stock management.
e  Services, these items are not ordered but can be sold. Here you can include
private tuition and other items.

To add items select the category you wish to add the item to, scroll down to the bottom of
the items for that Sub Category then in the blank item enter in the details.

Description, Size, Colour: meaningful description of item

Keycode: this is a unique number for the item, will be system generated.

Prod Code: enter barcode here if you are using a scanner and item has it’s own code.
Pack Size: If you can only purchase in a pack of more than one item enter pack size.
Reorder at: when generating orders is used to check the stock level before reordering.
Order to: if generating order and reorder is required this is the level it will reorder to.
Cost, Sell: What you pay and what you sell items for.

Orders
You can now create orders, go to stock menu and select Orders screen.

B Order Creation, Maintenance and Receiving E

Supplier HName: |Martial Sports Australia j

Supplier Ho: 3

Order No: 48 - Keycode Description Gty Urit price Tax % Cost ‘|

Order Create | | | | | | |

Hifires filalzed E | 158 [a- 14 0z Whte 7 Onfered| 1] %6000 | 10|  $60.00
tems ] Ordler details | Received| 1| 460.00 [ 10|  $60.00
[ 40 [Head Guard L orered| 4 $2800 [ 10[ $11200
Show item details | Show Al | i) 4 42800 10 [ #1zo0
Catagory | escrption ‘annﬁnn & | 156 [Head Guard 3L onered[ 1] 52800 0] %2800
Sparing-Fest Kick Boot - Red - L | )
Spaming-Hands | AKF style Glove XL $14.30 Received] 1] $2800] 10] $2800
Spamingother | Groin Guard Junior - 5 7.2 | 80 [Shin & Instep - winyl L Ordered| 3| $29.70 [ 10 $29.10
Sparing-other Groin Guard Serior - 5 719 Recei\ted’_3 529,70 W 32910
HMA-Exira BEoken Bay #1400 - -
MAapons | Bo #1650 | 73 [shin & Ihstep - Winyl M Ordered| 2] $2970 | 10 $59.40
AMAANeapons | Boken $25.00 Received 2 $29.70 10 $59.40
AMA-Weapons | Chucks 9355 | | T54 [Shin & Instep - Vinyl XL Ontersd[ & $29.70 [ 10 $118.80
WMBAeanans | Foam Pinken 42490
Pack size:] 1 Reorder at 1 Order to 2 IRemiet) g Sl 1| SATEE
*
Before Tax % Tax Actual | | Oriered
(Bl ‘ 2548 | oo | $28.00 Markup % ‘ Order  Piint | e-mail | +F|ec:eived| U.rderTotaI; ’_m*
Sell | $49.09 | 10.00 | 45400 | 9296 Received Total: $622.06

Creating orders is simple click create, then select the supplier. If you set the reorder at and
order to fields in the item screen then you can click generate and the items you need will
be automatically added. Alternately you can add items by selecting the item from the list
and entering the quantity required. Initially only items for the selected supplier will be
shown. If you want to order items normally ordered by another supplier just click the
show all button. Once you are happy with the order click Approve. If you then need to
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update it, just click update. When you receive the order click receive, enter quantities
received then click complete.

Setting initial stock quantities

When first setting up your stock you can use the Stocktake function on the stock menu to
update your stock records so you have accurate stock on hand figures. Click adjust stock
to all direct update of stock records. By creating orders and recording all sales your stock
levels will then be maintained.

Sales

To record sales, go to stock menu and select Sales screen, or click the sales button in the
view student screen.

Student ID: 30 - Current Student Keycode  Description Gty Urit price Cogt *
Marne: [ash wile = % [ 129 [5i [190) Black & [ 1] ¢4900[ 44300
Show item details |Elarcode - | [ 133 [Boken [ 1] 4300 $43.00
Catagory | Description [sel A | 143 [Boken Bag [ 1[ szoi[ sz
Supplied_training Lewel 2 First Aid $150.00 »
137 |Hak. A 1 £9.00
UMAEdra | Boken Bay 2100 ! [Fakama | [ W] s
Hakana - L *] i [ O] s0o0[ 3000
Hakama -
Bo
AMAAeapon: | Boken $49.00
AMAAeapon: | Boken $49.00
AMAAeapon: | Chucks 438.00
AMA-Neapons | Foam Boken M v
Total Sale Price: 1900 p
Markdowr: [0 % $0.00 3
Amount Due: JJEENIN] C
) E
Amaunt Paid: 5
Change Given: 5 Clear &l [temns $194.00 |

Simply select items, enter quantity sold, update costs if needed then click process.

Fincance

Summary Line  Expense Description Tax ~
P[RR - [Ewpense -] [Shared Expenses ]
Expenses - =
Go to the Finance menu and select Line Types. Monopied <1 [Froere ] [Berkina i
. . [Mon-Capital =] [Expense | ‘Accnunhng 0.
This screen allows you to set up how you will o= e 1275 T
group income and expense items. e =] oo =1 1= I
The summary line is used to group the actual Gl =[] =] [
lines. Each line is either an expense or income ||
Ime' Record: 4| 4 [[ 16 b [ e1[p|of 21 o

Page 22 of 26



@ Full Contact CLus ADMINISTRATOR
—=y Software Quick START GUIDE Copyright 1999 — 2010 ©

To record expenses or other income, Go to the Finance menu and select General Ledger.
Transactions Date | 01-Jul-05 ﬂ To | 27-Sep-06 ﬂ o

Accounting - Expense Limit to Supplier:  |All -
Advertizing - Expense

1D || Barking - Expense ~ | Date | Supplier | Description | Amount| Tax |
935 |Advertising - Expensze jl 28-5ep-05 gh}nngle ] |Ad costs | | $22382 ’—
729 [Joumals - Expenze ][ 27-Sep-05 zs|[KMa Supplies _][Ma Success Kit || $178.95 ’T
A |Misc Incame - Income jl 27-Sep-05 ﬂl Unidentified supplier j |Toumamant Income jl $3.708.00 ’T

»| 701 [Fhone - Experce [ zZ7-Sep05 z[Orange _~1[Fhane [ snam[im
800 [Travel - Expense [ 25Sep05 s [vigin Blue | [Airtare ~I[ smo[i0
550 [Travel - Expenze || 2E5ep05 m|[Vigin Blue _ | [&irfare 1] swioofim

Format Report j
Record: 14| 4 |[7 aes _b | P [PK| of 447 (Fikered)
This screen makes recording expenses and additional income easy. Simply enter item
details. You can use the category selection, date and supplier fields to limit transactions as
required, this makes locating and checking entries easy. Clicking the column headings
will sort the data by that heading.

Student Accounts

Student accounts can be used for recording money owed, tracking payments for camps,
overseas trips or other larger expenses, recording scholarships or other bonuses you may
be giving students.

The simplest way to record expenses against an account is when you have entered an
amount for a sale or other item and a receipt is created click the ‘Cash’ box and change
this to ‘Account — Invoice’. An account will be set up for that student and the sale amount
transferred to that account.

To set up other types of accounts go to finance menu and select Account Types, then
Accounts to assign these to the students. Transactions are entered directly against student
accounts from the account screen also. When a payment is being received locate the
students account in this screen and click enter transaction. If this is a non financial entry
(eg. Credit being given as a scholarship) leave the entry type as Account Direct Entry. If it
is a financial entry (account payment) change this to (Account payment entry), enter a
description and the amount, make sure if it’s a payment to you it’s credit, from you it’s
debit.
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Employees
The employee menu is used to record and track employee hours worked and generate pay
records.

You must first add employees to the main member database. If you do not want them in
an existing style or program, then set up a separate employee program so you can record
them under this.

In the Employee screen you can select the employees whose hours you wish to track. You
can track the work of volunteers by entering their hourly rate as 0. If you select the “Pay
For Class When Instructor” option then a work record is automatically generated when
ever they are recorded as an instructor or assistant in a class.

Once an employee is set up you can set up standard hours for them to work with the
Work Hours screen or skip this step and just have employees record whatever hours they
work.

Hours worked are recorded using the Clock On / Off screen. If you have set up standard
work hours it will attempt to match employees clocking on / off to these to determine their
actual work hours. These work hours are then reviewed and approved for payment with
the Approve Hours screen.

The actual pays are then managed using the Manage Pays screen. In this screen you first
use the generate employee pays function to add up all the work hours for the period and
generate a payment record for each employee. To these you add any additional payments,
deductions and tax. You can then print pay slips and other reports you may require before
closing off the pay period.

For more information see manual installed with software.
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I have been using Full Contact Software now for almost 4 years, it just keeps
on getting better. Having wasted a whole lot of money on several programs |
am so glad we found "full contact".

Having stats at your finger tips is an essential element to achieving good
business success, it does it all from student management to stock
management. It really is the A to Z of software that no serious school owner
can do without.

In fact one of my first recommendations as a professional martial arts
business consultant is to buy this program. It is the only program |
recommend or use.

Master Fari Salievski
KMA Black Belt Success Schools

It's been almost a year since we began using Club Administrator and it has
been a great help to our organization. We are the headquarters to a worldwide
organisation and we oversee over 500 students at our location alone. With so
many options and capabilities, Club Administrator is a must for any size
school. We've been through other check-in/administrative programs, but
Club Admin is the best and the technical support is by far incomparable.
I recommend this program, to anyone.

Kyoshi Akira Nakamura
World Seido Juku Karate Organisation Honbu, New York, USA

I have been using club admin software for five years now. During this time |
have been given free trials of other software all promising to be better to do
this or that. However they have all failed to perform. Club Administrator
does what | want. It is easy to navigate and update, Malcolm is great with
upgrades and support (never more than a phone call or email away) Club
admin tracks attendance, gives me usable stats on retention growth, birthdays,
new students starting stopping tracks my stock it is a complete package.

I fully endorse full contact software it has helped me get to where i am (over
300 active students) and without this software | don't think that would
have been possible.

Master Phil Monaghan
Diamond Martial Arts and Health

email: support@fullcontact.com.au  Phone: 61 3 5241 5345

www. fullcontact.com.au
© Full Contact Software 1999 — 2010
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