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Getting Started 

Installing Software 

¶ Software is compatible with Windows 7, Vista and XP.  

¶ Software can be downloaded from www.fullcontact.com.au or is available by request on 
CD.  

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

¶ If you wish to have members 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.   

Upgrading from previous version 

1. Back up data 

¶ Club Administrator has a built in Backup function, ΨCƛƭŜ ς .ŀŎƪǳǇ 5ŀǘŀōŀǎŜΩ ƻǊ you can use 
any other means to backup the file club.mdb that contains all your data. 

¶ If you have any problems you can always recover as long as you have a backup of your 
data. 

2. Install Software and Upgrade 

¶ Install Club Administrator software following prompts. 

¶ In some instances you may be required to uninstall the current version first. If prompted 
to, do so, your data file should not be removed during the uninstall process however we 
strongly advise that a backup is taken before any uninstall. 

¶ 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.  

¶ 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. 

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

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

Overview of system 

The essential components of the Club Administrator application are: 

¶ Club.MDB access database - This will contain all your member, class, membership, 
attendance, stock and sales etc. data. You should backup ensure that this file is regularly 
backed up, in the case of problems with your system you will require a backup to restore 
your data.  

¶ Club Administrator application - ̧ ƻǳǊ ƛƴǘŜǊŦŀŎŜ ǘƻ ǘƘƛǎ Řŀǘŀ ƛǎ ǘƘŜ ά/ƭǳō !ŘƳƛƴƛǎǘǊŀǘƻǊέ 
application screens and reports. The data you access via these screens is fully validated 
and the user interfaces provide simple access with a minimum of effort. You should not 
attempt to alter or use this data directly in any way, doing so risks corrupting your 

http://www.fullcontact.com.au/
mailto:action@fullcontact.com.au
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database. If you require the data to work on directly this can first be exported with 
custom reporting.  

¶ Class Entry application - LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ƛƴǎǘŀƭƭ ǘƘŜ ά/ƭŀǎǎ 9ƴǘǊȅέ ƳƻŘǳƭŜ ƻƴ ǘƘƛǎ ǎŀƳŜ t/ 
or other(s) then you will also have the option of allowing members to easily enter their 
own attendance details by either scanning the barcode on their member cards or by 
entering their member number. This data is then at a later point in time to be loaded into 
the Club database. 

 
. 

Deciding on system configuration 

For most users the Club Administrator module will be installed on a single PC with the Class Entry 
module on a separate PC (if being used). With this configuration ideally the two computers should 
be networked to allow the easy transfer of data between them. It is possible to have multiple 
copies of Club Administrator running over a network. To do this install Club Administrator on all 
t/Ωǎ ǊŜƳƻǾƛƴƎ ǘƘŜ ά/ƭǳōΦƳŘōέ ŦƛƭŜ and placing this on your server, all modules then link to this one 
central file. To link them use the file-open database function, using the same full network path for 
each to locate the club.mdb file.  
 
If you decide to employ the use the barcode / scanner facility then before you begin producing 
your member cards you will need to check the scanner output format and decide on an 
appropriate barcode set-up (see Class Entry module guide for more details).  
 

¶ Which main module to use? 
When you install club administrator you will be asked which version you wish to use, the choices 
are as follows:  
LIMITED VERSION: If yours is a club with less than 70 members, you don't use contracts and you 
only want to run on a single PC then our Limited version will meet all your needs.  
PREMIUM VERSION: There are no limitations on the premium version. It is designed for clubs that 
have a simple structure, only offering a single program or style. 
PROFESSIONAL VERSION: This version provides functions to run several styles or programs. Eg. A 
martial arts school may have Karate, BJJ and external school programs, a dance school may have 
Jazz, Hip hop and private lessons they wish to separately track. In tracking these you can also 
record grades or levels for each.  
    

¶ Do I want the Class Entry module? 

Are you going to have members recording their own attendance? If your not you don't. Otherwise 
if you answer yes to any of the following questions you will: 

1. Will you want them to be able to do it on a different PC to the one you have installed the 
main module on (This is often preferable as it keeps main PC free for other tasks)?  

2. Do you want to use audible messages (eg. to remind members of fees or to confirm entry 
in class)? 

3. Do you want to use pictures in place of words to represent some classes (ie. your youngest 
children will enjoy selecting the dragon to enter class. Members as young as 5 can 
consistently enter their own attendance correctly with this option)? 

4. The entry module does not contain any other details and is robust enough that members can not do 
anything else but enter their class if it is left open with just a keypad or barcode reader for them to use. 
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This also makes it highly reliable and with a very low high availability rate (around 99%) in most 
installations. Do you want the added security of class entry being a separate application? 

 
 

Opening for the first time 

After starting the Club Administrator you will be presented with the main application screen, with 
menus and icons at top. If the data file (club.mdb) required for storing your data could not be 
located you will be presented with the Open Database screen to locate it.  
 
By default club Administrator is installed in the c:\clubadmn\  folder and the club.mdb file is placed 
in this folder you may move this file to another location (server for example) if required. 
If you wish to use a data file in a location other than the default then go to the File menu. Then the 
Open Database Option. You should now locate the Data by entering the directory and the file 
ƴŀƳŜ ά/ƭǳō.mdbέΦ {ŜŜ Open Database for more info. 
 

Initial set up of data 

There are several bits of data that you will need to set up before other details can be entered. It is 
recommended you look at the quick start guide for information on initial set up of data. 
 

¶ Configuration Options  
Go to the File menu and select options, select each tab and enter settings. Most importantly if you wish 
to track GST select the Tax tab and set this up now. Options can be altered later if required. On the file 
menu select school details; enter your club name and logo now also if you wish.  

¶ Enter your members. 
1. Go to the Grades menu, select Grades and enter in all the Grades or levels you will use. The 

number on the left indicates the order member's grade in with 10, beginner always being lowest. If 
you have multiple styles enter all grades for one style then all grades for next style. Note: junior & 
senior grades do not need to be entered separately. 

2. Go to the Membership menu and select Member types. You will see some standard ones already 
set up, use these as a guide. Note: Limited version does not allow use of contracts. 

3. Now go to Member menu and select Add Member, enter all their details then click add. If you have 
family memberships when you enter the second or third members under membership details click 
"Add to existing" then select the first member on the membership from the list. 

4. Alternately you can use the Import Members From File to load member information from an 
existing file. 

¶ Entering classes. 
1. Go to the Timetable menu, select Class Types and enter all your class types you use. 
2. If you are recording classes at more than one location, select and enter Locations from the 

timetable menu. 
3. Now choose Update timetable from the timetable menu. Add all your class details. 
4. You are ready for members to be put in classes. Select Attendance Entry or Member direct entry 

from the Attendance menu and you can begin. Note to use class entry module you need to use 
dojo sync to transfer the data you just set up, or go to File menu and Export Member data, to 
create file then start Class Entry modules, close the entry screen that appears and select Import 
Data. Then select Alter display criteria and enter settings for how classes are displayed. (To set up 
Pictures and Sounds select options from top menus.) 

¶ Entering Stock and sales. 
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1. From the stock menu select Items. You will notice at the top of this screen are categories use 
these to organise your stock, to make items easy to find, report and for analysis of sales. There are 
two special categories Non sale items, belts and items you will not sell to members should go 
under here. Services, items you don't keep stock for or raise orders but incur a fee (eg. intro class 
or camp). Set up or select the category for the item your adding and enter all item details. 
(Maximum 30 items for limited version).  

2. From the stock menu select Count / Update Stock. Select adjust stock option and enter initial 
counts. 

3. You can now record sales, select sales, or create purchase orders, select orders, from same 
menu.  
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File menu  

 
Functions in this menu are for managing file locations, importing 
exporting data.  
 
You can also set your clubs name and logo, along with various other 
options. 
 
Exit will shut down the application. 
 
 
 
 
 
 
 
 
 

Open database 

 
FUNCTION: Establishes link to data file containing all information entered into application. 
 
USE:  For a standard install you may never need to use this screen. When you want to move 

the main data file to another location then you use this screen to link the club 
administrator application to it. 

 
This screen must be used to locate the 
Club.MDB file that contains the data used by the 
application. This file can be renamed or located 
in another directory but the structure of it and 
the tables within it must not be altered.  
Once the file is located click Link. The 
application will then attempt to establish a 
connection to all the required tables within it. If 
you move or rename the club.mdb file you will 
need to link to this file every time you upgrade 
or reinstall the application.  
 
 

 
 
 

Backup Database 

 
FUNCTION: Produces backups of the database. 
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USE:  Hardware failures and other problems can occur so this gives you the ability to protect 
your data by backing it up. This should be done regularly, daily for large clubs, weekly 
for small clubs. 

 
It is essential that you regularly back up your data. In the event of hard disk failure or other system 
problem you may have to restore your system using your most recent backup.  
 
If you have a second internal hard drive then you may use this to store a backup to do this the 
location backup is selected then the Location that you wish to store the backup in, along with the 
number of copies to be kept is entered. If your system is connected to a network you might want 
to back up the data to your network, this can be done using a network address as shown below. 
 
You should also consider keeping a backup on flash drive or other media that can be stored in a 
safe location away from the computer (in case of fire or theft). 
 
Once you have specified the location you wish to backup the data to click backup and the backup 
will place a zip copy of the member database in the specified location. You must have a copy of 
pkzip.exe in your application path for this to work (see installation notes in this guide).  
 
It is advisable to backup your data every day. You can have a backup performed automatically 
when you start Club Administrator by selecting the Auto Back up on start up option, with this 
option a cancel screen will appear briefly (5 seconds) before the backup starts. This option has 
been provided so that you can start the PC walk away and if you have Club Administrator set to 
run automatically on start up you can come back and everything will be ready to go. However if 
you need to get into the software in a hurry for some reason there is a 5 second window when you 
can cancel the backup before it starts.  If you want the software to stop and wait, giving you the 
option to perform a backup or start without one then select the third Backup option. After 
changing these settings click ά{ŀǾŜ {ŜǘǘƛƴƎǎέΦ  

 

 Restore Database 

 
FUNCTION: Restore database from backup file. 
 
USE:  If you need to restore the database for any reason this will unzip the backup and copy 

it into place for you. It then checks to make sure all the tables can be linked to. 
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Using this function you can locate the backup file that the database needs to be restored from and 
restore it, replacing the current member database file. Note any data in the current member 
database file will be lost when it is overwritten and cannot be recovered. 
 
Note: If you have screens open or other instances of the database open when attempting to 
restore database, it will failΦ LŦ ȅƻǳ ǊŜŎŜƛǾŜ ŀ ǿŀǊƴƛƴƎ ƛƴ ǘƘƛǎ Řƻǎ ǿƛƴŘƻǿ άClub.mdb file exists 
ǊŜǇƭŀŎŜ ƻǊ ŀōƻǊǘέΣ ŎƘƻƻǎŜ ΨwΩ ŦƻǊ ǊŜǇƭŀŎŜ. 

Message of the Moment 

 
FUNCTION: Enter / Update message displayed on welcome screen of Class Entry 
 
USE:  Reminders about events, words of wisdom or other messages can easily be displayed. 
 
The message you set here will be transferred to 
the Class Entry module and displayed to 
members when they are putting in their 
member numbers. 
 
Enter the message on the left and it will be 
displayed on the right in the format it will 
appear in when displayed to members. 

 

 Data Synchronise 

 
FUNCTION: Transfer data between this application and the Class Entry module (which is designed 

for allowing self registration by members for classes). 
 
USE:  Where you are able to map to the class entry module directly this simplifies data 

transfer. 
 
The Data Synchronise function enables the 
transfer of data between the main module and 
class entry modules in one easy step.  
 
This can only be used if the modules are either 
on the same machine or machines that can 
map to each other over a network or other 
communication medium. The location of the 
Class Entry Module is entered in the member 
entry location. In the example shown the 

location is in the default location on the same 
machine. If it was on a different PC called PC2 
with the folder it was installed to shared as 
Entry the location would be 
\ \ PC2\ Entry\ ClassEntry.accdr 
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Full Synchronise 

This will perform Load Attendance data then Send Member details. (See individual functions 
below for more details on each.) 

Send Member details 

This transfers all required data from the main module to the class entry module selected. It 
performs the same function as doing an export of data and then an import into the class entry 
module.  

Load Attendance data 

This transfers the information regarding attendance collected from the class entry module back to 
the main module. Performing the same function as exporting from the class entry module and 
then importing into the main module. 

 Export Member data 

 
FUNCTION: Create data file for loading data into Class Entry module. 
 
USE:  Use this to create file containing member and timetable details that is used by class 

entry module. 
 
This function is only required if you choose to usŜ ǘƘŜ ά/ƭŀǎǎ 9ƴǘǊȅέ ƳƻŘǳƭŜ ŦƻǊ ǊŜŎƻǊŘƛƴƎ member 
ŀǘǘŜƴŘŀƴŎŜΦ LǎǎǳŜǎ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ǘƘŜǎŜ ŦǳƴŎǘƛƻƴǎ ŀǊŜ ŎƻǾŜǊŜŘ ƳƻǊŜ Ŧǳƭƭȅ ƛƴ ǘƘŜ ά/ƭŀǎǎ 9ƴǘǊȅ DǳƛŘŜέΦ  
 
¢ƻ ŜȄǇƻǊǘ Řŀǘŀ ǊŜǉǳƛǊŜŘ ōȅ ά/ƭŀǎǎ 9ƴǘǊȅέ ƳƻŘǳƭŜ ǎƛƳǇƭȅ ǎŜƭŜŎǘ Řƛǎƪ ŀƴŘ κ ƻǊ ŘƛǊŜŎǘƻǊȅ ŀƴŘ ŀƭƭ Řŀǘŀ 
required will be exported to this location in flat files. The format of this data enables it to be 
stored in a very small amount of space; you should never require more than one floppy disk to 
hold this data. 

  Import attendance data 

 
FUNCTION: Loads attendance data contained in export files from Class Entry module. 
 
USE:  Use this to load attendance data from the Class Entry module if you are not using dojo 

sync.  
 
¢Ƙƛǎ ŦǳƴŎǘƛƻƴ ƛǎ ƻƴƭȅ ǊŜǉǳƛǊŜŘ ƛŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ǳǎŜ ǘƘŜ ά/ƭŀǎǎ 9ƴǘǊȅέ ƳƻŘǳƭŜ ŦƻǊ ǊŜŎƻǊŘƛƴƎ member 
ŀǘǘŜƴŘŀƴŎŜΦ LǎǎǳŜǎ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ǘƘŜǎŜ ŦǳƴŎǘƛƻƴǎ ŀǊŜ ŎƻǾŜǊŜŘ ƳƻǊŜ Ŧǳƭƭȅ ƛƴ ǘƘŜ ά/ƭŀǎǎ 9ƴǘǊȅ DǳƛŘŜέΦ  
 
To import data locate the file for import that was 
ŜȄǇƻǊǘŜŘ ŦǊƻƳ ǘƘŜ ά/ƭŀǎǎ 9ƴǘǊȅέ ƳƻŘǳƭŜΦ ¢ƘŜƴ ŎƭƛŎƪ 

import. All data will be automatically 
processed unless you request to be 
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prompted to confirm the Instructor and Assistants for 
any classes being newly created in the database. All 
data will be loaded to the appropriate tables. 
 
Once Import is completed the file will be moved to 
another directory. And you will be given the option of 
viewing a report of the imported data.  

 

 Imported data report 

 
FUNCTION: Reports all data imported in the last import of data by the Import Attendance Data 

function. 
 
 
USE:  You can use this to check what data is being loaded and to check what members where 

in a class. 
 
 
Reports all data imported in the last import of data by the Import Attendance Data function. 
 

 Imported data report 
 My dojo 

Class: Yellow Senior - 06:40 PM, Monday 26-Jul-99 Belmont Import Okay: YES 
 Instructor: Sensei Assistants: Malcolm Ayles - 

 Member Sex Grade Age 
 1046 Tracey Hogan Female 5th Kyu  21 (02-Oct-77) 

 1022 George Tomas Male 8th Kyu 28 (16-May-71) 

 1020 Greg Bunting Male 6th Kyu L2  24 (01-Jul-75) 

 1011 Tom Windsor Male 5th Kyu L1  20 (18-Jul-79) 

Number for class ( 4 members) Grades range from 8th Kyu to 5th Kyu L1 Ages range from 20 to 28 

Import Members from File 

 
FUNCTION: Load member data from an existing file. 
 
USE:  This will allow you to load your data from a flat file. There are two main uses for this: 

when you initially set up the system and you have a spread sheet or other records you 
wish to load to save manual entry time; the other use is if you wish to periodically load 
data from a club you are associated with so when their members come you have their 
details on file. 

 
NOTE: The import function allows for the import of data from single or multiple files and caters for 
the data in various forms of completeness. It can take a few goes to get the import of data to work 
exactly as you want it. If you are having difficulties contact Full Contact Software for assistance. 
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Prior to importing member 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. 

 

1. Dƻ ǘƻ άCƛƭŜ-Import Memberǎ ŦǊƻƳ ŦƛƭŜέ ƛƴ Ŏƭǳō ŀŘƳƛƴƛǎǘǊŀǘƻǊΦ 
2. Select the format of the file you wish to load, it must be either a comma delimited file or a 

spreadsheet. 
3. Locate the file to import data from. 
4. In the 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 members record is in more than one file you must be able 
to like them by either member L5 ƻǊ ƴŀƳŜΦ ¢ƻ ƭƛƴƪ ōȅ ƴŀƳŜ ŎƘŜŎƪ Ψ¦ǎŜ bŀƳŜ ŀǎ ƪŜȅ ǘƻ ƭƻŀŘ 
ŦƛƭŜΩΦ  

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

name in as firstname 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 members set a default value and this will be loaded against members where it is 
missing.  

d. Membership details, all members will be assigned a membership type, if you wish to load 
all members 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 
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ǎƻƳŜǘƘƛƴƎ ƭƛƪŜ ΨLƴƛǘƛŀƭ [ƻŀŘΩΦ LŦ ȅƻǳ ƘŀǾŜ ŘƛŦŦŜǊŜƴǘ ǇŀȅƳŜƴǘ ŀƳƻǳƴǘǎ ǘƘŀǘ ƳŜƳōŜǊǎ Ƴŀȅ ōŜ 
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.   

e. Family Memberships, if you have memberships where more than one member are 
associated with the same payment then these can be loaded to the same membership. The 
paying memberǎ ƴǳƳōŜǊ ƴŜŜŘǎ ǘƻ ōŜ ǎǇŜŎƛŦƛŜŘ ƛƴ ǘƘŜ Ψ!ŘŘ ǘƻ Member L5Ω ŦƛŜƭŘ ǿƘŜƴ 
initially loading other family members. 

f. 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. 

g. 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. 

MemberID 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 

h. 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 member number and the 
Style / Program information.  

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

that these have been correctly mapped.  
 

5. Select any custom data fields you wish to load and map where the data loads from. 
6. Click load data and all data will be loaded. 

 
Note: If you wish to change the file format or the file location once you have specified these 
simply close Import form and start again. 

 Create Club Export 

 
FUNCTION: Creates a file containing summary information about members. 
 
 
USE:  If you wish to use your data directly in an access database this enables you to extract it 

in a format that will be simple to work with. 
 
Member details must be included for records selected, these are only basic details, Member 
number, name, age, sex, grade, date last graded ect. In addition to these the following details may 
be included: 
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¶ Affiliation payments made, payments after entered date will be included. 

¶ Members contact details, address, phone numbers, e-mail etc. 

¶ Current training details, date they last trained, average classes a week, classes since grading. 
 
Next you should specify the members to be included. 

¶ The default of all current members will only include active members. 

¶ Id you select members paying affiliation fees then the date selected here will automatically be 
made to correspond to that selected in details to export for affiliation payments. 

¶ Or the third option allows members who have been deactivated to be included. 

 
ClubID: This must be entered (will default to previously entered value). These should be issued 

across an organisation to provide a unique key to identify clubs by.  
Password: The database file created by the export is encrypted. When you include a password 

with this the safe transport of data is ensured.  

Club Details 

 
FUNCTION: Allows you to set your club name and address details as well as logo. 
 
 
USE:  Most of the reports and some of the screens in the Administrator display your 

organisations name and Logo. This function enables you to specify them. 
 
¢ƘŜǊŜ ŀǊŜ ǘǿƻ ƭƻƎƻΩǎ ŘƛǎǇƭŀȅŜŘ ŀǘ ǾŀǊƛƻǳǎ ǘƛƳŜǎΦ  ¢ƘŜǎŜ [ƻƎƻΩǎ ŀǊŜ ƴƻǘ ǎǘƻǊŜŘ ǿƛǘƘƛƴ ǘƘŜ ŘŀǘŀōŀǎŜ 
but are referenced from outside it whenever they are needed so it is recommended that a copy be 
Ǉǳǘ ƛƴ ǘƘŜ ά\clubadmn\έ ŘƛǊŜŎǘƻǊȅΦ 
 
The name of your club can be set as up to 100 characters however it is recommended that you 
limit it to no more than 35 characters to allow it to fit on all reports and screens where required. 

Options 

 
FUNCTION: Provides access to various option settings that control application function.  
 
USE:  Most of the options in this screen will not need to be updated once set. You should 

review them whenever installing a new version.  
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Stock + Sales 

Mark up: The percentage entered here is the 
default mark-up applied when items are 
created.  
Order Delete: Orders may be deleted after this 
number of months has passed from them being 
finalised.  
When making sales of Merchandise you may 
often end up with single cents due to 
markdown percentage being applied. If you 
wish to always round figures in a certain way 
then select the way you wish to round from this 
screen. 
 

 

 

Tax 

LŦ ȅƻǳ ǿƛǎƘ ǘƻ ŀŘŘ ǘŀȄ ǘƻ ǇǳǊŎƘŀǎŜ ŀƴŘ ǎŀƭŜ ǇǊƛŎŜǎ ǘƘŜƴ ŎƘŜŎƪ ά!ƭƭƻǿ ǳǎŜ ƻŦ ǘŀȄ ƻǇǘƛƻƴǎέΦ ¢ƘŜǊŜ ƛǎ ŀ 
full explanation of Tax options and use of tax at the end of this Guide. See TAX COMPONENT. 

Member Reports 

When producing member reports you can elect to include contact details and / or fees on the 
report. These options can be selected independently for member reports produced in the 
application and those created as an attachment when sending emails.  

Member Entry Display 

The ŦƛǊǎǘ ŦƛŜƭŘ ƻƴ ǘƘƛǎ ǎŎǊŜŜƴ ŘŜǘŜǊƳƛƴŜǎ Ƙƻǿ Ƴŀƴȅ ƳƻƴǘƘǎΩ members average attendance will be 
calculated over for both the Member entry screen of this module and the class entry module. 
Enter the number of months over which you wish to calculate memberǎΩ ŀǾŜǊage attendance. 
The following options relate only to the Member Entry screen in this Module. 
Show members Grading, if selected will cause members proposed grading dates to be displayed. 
Fee display options, if selected will cause selected fee type to be shown when falling due. 
Overdue fee warning screen if selected will show a pop up screen when fees are overdue. 

Messages 

You can send messages from Club Administrator by email, SMS or IM the options here control how 
this will work. 
Default Subject for emails: Enter the default subject line that will be sent to members when 
sending an email. Using [Title] [Firstname] [Surname] or any other field available when sending 
emails and these will be substituted for the appropriate member information when sending. 
Create note when sending message: checking this will have notes created by default for any 
message sent, recording the message details against the member. 
Open email before sending: will set emails to open before send by default. 
Default multiple send setting: when sending multiple messages you can specify the order of 
communication methods you wish to use to send a message to a member or select just one or 
more to be used.  
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Emails before pause: depending on the email server you use there may be restrictions in regard to 
the number of emails you can send at once before having to wait a period of time to send more, 
these settings allow you to stagger the sending of emails so your server does not incorrectly think 
a virus or some other problem is sending them. 
 
Allow use of Skype features: Skye will allow you to communicate directly from the software with 
SMS, IM, mobile and landline calls, if you wish to use Skype select this option. You will need to 
install Skype on the PC and have it running. 
Default International prefix: Skype requires international format numbers when sending messages 
or calling phones, setting this option allows you to omit the international prefix when entering 
numbers in Club Administrator. 
Default Area Code: Similarly for local land line numbers you can add the area code here rather 
than having to add them all individually. 
 
Some actions in Skype take a couple of seconds for this reason you have the option to limit when 
Club Administrator will attempt to connect to Skype.  

¶ Check Skype for numbers when adding / updating: when you update a phone number you 
can check if it exists in your current Skype contacts.  

¶ Check Skype for handle when sending single message: Similarly if you are sending a 
message skype will search for a contact with that number.  

¶ Check Skype status in screens other than message screens: if a member had a skype handle 
any time you view their record this will cause skype to check if they are online. Doing this 
will slow screens commonly used like view member.  

 
Use Messagenet for SMS: Prior to Skype messagenet was used to send SMS messages to mobile 
phones in Australia. Skype can perform this same function however messagenet is still supported 
for those who wish to continue to use it.  
 

Member IDôs 

You can set a range of member numbers to be issued to members rather than just continuing from 
the last issued number. 

Wage 

Under this option you can specify penalty rates that you will be using, pay period length and the 
start of the last pay period as well as last pay date. The dates are updated automatically when you 
finalize a pay period however you can adjust these at any time if required.  

Entry Monitor 

Under this option you can select to do a full sync any time a new day starts if the entry monitor is 
open. This means that if left open over night a transfer will happen at midnight. Or when the 
monitor is started each day a send will automatically happen. You can also select to have it start 
on start up. You can also specify the alert that is played when a flagged member logs into class. 

Gradings 

When grading a member if the requirements for this grade have not been met you will be asked to 
reconfirm the request, selecting this option removes the reconfirm requirement. 
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Receipts 

There are two receipt options: 

¶ If you wish to prompt ŦƻǊ ǇŀȅƳŜƴǘ ǘȅǇŜ ŜǾŜǊȅ ǘƛƳŜ ŀ ǊŜŎŜƛǇǘ ƛǎ ŎǊŜŀǘŜŘ ŎƘŜŎƪ ǘƘŜ ΨtǊƻƳǇǘ ŦƻǊ 
ǇŀȅƳŜƴǘ ǘȅǇŜΩ ƻǇǘƛƻƴΦ 

¶ There is also a 50mm receipt docket option if you wish to use a docket printer instead of a 
regular printer. 

 

Leads 

Use Advertising results form. This will display the advertising results form everytime a new 
member is added (in add member or leads forms), reducing the chance of this information being 
missed. 
 
The remainder of the fields on this tab are used 
to configure the appearance of the leads form. 
You can record against each lead three events. 
For each event you can have a Date, Check box 
and Text box displayed.  
 

Member Entry Classes 

The criteria on this screen determines what classes will be displayed when members come to 
enter classes. 

Gradings 

If you do not wish to be alerted to members not meeting promotion criteria when promoting 
them check this option. 

Member Pics 

LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ Ψ¦ǎŜ aƛŎǊƻǎƻŦǘ tƘƻǘƻ 9ŘƛǘƻǊ ŦƻǊ tƛŎǘǳǊŜǎΩΦ ¢ƘŜƴ ǘƘŀǘ ǿƛƭƭ ōŜ ǘƘŜ ŜŘƛǘƻǊ ǘƘŀǘ ƛǎ 
automatically invoked to edit and work with pictures. This utility provides the smoothest interface 
for working with pictures. Unfortunately this utility was replaced with Microsoft Office Picture 
Manager in office XP and this does not provide the same interface. (If have a copy of Microsoft 
office prior to XP Photo editor can be installed from that.) 

Agreements 

If you select use Agreements to manage all contract payments then you will need to create an 
agreement before you can enter contract payments and these payments will be associated with 
the agreement, this is ideal for tracking fixed term agreements. 
 
If you want to show Setup and administration fees on printed agreements then select these 
options.  

Attendance 

Class Roles are used to specify which members can attend a specific class. Where members absent 
need to be billed, select this option to allow bulk billing of those absent from a class. 
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The second field here allows you to enter the number of months over which you want a members 
average attendance calculated.  
 
The check box if selected will mean that the average attendance is only recalculated when you 
restart the club administrator application or when you select the recalculate option from the 
housekeeping menu.  
 
This figure only changes marginally on a day-to-day basis so this should normally be quite 
acceptable. However it will slow start-up of the application. 

Security 

This option can force log on of user before any functions within Club Administrator can be used. 
This can protect from unauthorised access to your data. 
 

Print 

 
FUNCTION: Standard Windows print function.  
 
USE:  Can be used for all screens and Reports to produce a report. Where you do not wish to 

use default print settings for a report select this instead of the print icon to allow these 
to be altered before sending to printer. 

 

Log in as user 

 
FUNCTION: Log on as a specific user.  
 
USE:  If security is being used on the database access to certain functions may be restricted 

to specific users. You can use this option to log in as a specific user, if a user is already 
logged on then you can use this to change users also. 
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Attendance menu 

 
Provides functions to enter members into classes. 
Reporting ƻƴ ƳŜƳōŜǊΩǎ ŀǘǘŜƴŘŀƴŎŜ ŀǘ ŎƭŀǎǎŜǎ as well as 
overall attendance and enrolment reports.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attendance Entry 

 
FUNCTION: Interface to allow administration person to record memberΩǎ ŀǘǘŜƴŘŀƴŎŜΦ  
 
USE:  Record member attendance with this screen. This can be done either at time of 

attendance or at some future time. It will warn of overdue fees, suspended members 
ect. 

 
This screen is designed to allow members attendance to be recorded easily by an administrator at 
either the time of their attendance or at some future time. 
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Selecting Class: 
If the class is for a day other than the current date enter the correct date. 
Check that the location is the correct location. All the classes available for this date and location 
will then be displayed in order of start time. 
 
When you select one of the displayed classes a class record will be created. On the right side of the 
screen you will see the instructors displayed.  
 
Adding members to Class: 
 Scan member card; enter name or number to Select Member to be added to class. Then press 
Add to Class. Validation of members eligibility to attend class including a check of their fees will be 
done prior to them being entered in class. If any problems are found warnings will be issued for 
these before member is added to class.  
 
Removing members from Class: 
If you wish to remove a member from the class you can either bring up the members details then 
press Remove from Class. Or locate their record in the list of members attending the class on the 
right of the screen then double click on them to remove them. 
 
Non Time tabled Class: 
!ŦǘŜǊ ŀƴȅ ǘƛƳŜǘŀōƭŜŘ ŎƭŀǎǎŜǎ ŀǇǇŜŀǊǎ ŀƴ ŜƴǘǊȅ Ψ bƻƴ ǘƛƳŜ ǘŀōƭŜŘ ŎƭŀǎǎΩΣ ŎƭƛŎƪƛƴƎ ǘƘƛǎ ƻǇŜƴǎ ǘƘŜ ƴƻƴ 
timetabled class screen where you can create classes not on the timetable and add members to 
them.  This is particularly useful for irregular classes such as private lessons.  

 
 
Alter Instructors: 
When a class is initially selected the instructors will be 
set to those specified in the timetable. To alter the 
instructors press Alter instructors. You will then be 
presented with a dialog box to enter the new 
instructor(s). NOTE: this change will only take effect for 
this class if you want the change to be permanent you 
need to change the instructors under timetable update. 
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Viewing members in Class: 
All members in the currently selected class are displayed on the right hand side of the screen. If 
you select a member in this list their details will be displayed in the member entry section of the 
screen. For a report on members in the class you can press the use the Instructors Report option 
to display a formatted report of those in the class. 
 
To obtain more details on member press View Attendance ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ ǘƘŜ άMember 
!ǘǘŜƴŘŀƴŎŜέ ǎŎǊŜŜƴ  
 
SMS: 
The SMS function here will take you to the multi-SMS screen with all the members in the class 
shown. A message can then be sent to all the members who attended this class. 
 
Class Role: 
If you have a class role (you can assign members to a specific class: see Timetable ς Class Roles) set 
up for this class then this button will display clicking it will produce a Class Role report, which can 
be used to mark off those who attended the class. 

 Class Role 
 Seido Karate - Grovedale 

Graded All 6 :00  Friday Main Dojo 

 Grade Number Name Age Sex 
 Shodan Senior 22 Daniel Wood 22 Male 
 16 Julian Willoughby 33 Male 
 1st Kyu Youth 592 Daniela Hood 9 Female 
 2nd Kyu Senior 596 Charlie Dimopoulos 41 Male 
 4th Kyu Youth 645 Behlana Robinson 9 Female 
 5th Kyu Youth 674 Mitchell O`Leary 13 Male 
 5th Kyu Senior 537 Brett Denham 15 Male 
 764 Cody Buchholz 29 Male 
 Number Members  for Class = 8 Average age 21.375 6 Males 2 Females 

 

 
 
  
Not in Class: 
This button is also only present when there is a role for the 
selected class. Clicking this button will bring up a screen 
with all those on the role but not in the class. 
 
This screen makes it easy to add members to class who are 
on role to attend. You can also charge members for the 
class or charge all members an entered amount, the invoice 
only option allows this charge to be added to the member 
as an invoice for payment.  
 
This is  used where members are enrolled to attend a 
specific class and iŦ ǘƘŜȅ ŘƻƴΩǘ ŀǘǘŜƴŘ ǇŀȅƳŜƴǘ ƛǎ ǎǘƛƭƭ 
required (sometimes at an amount less than the regular class cost). 
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Member Class Entry  

(note: the member class entry screen will be removed in a future release as all the functionality 
it provides is provided by the class entry module.) 
 
FUNCTION: Interface to allow members to record their own attendance. 
 
USE:  Use to allow members to enter their own attendance-reducing requirement for 

administrative staff. 
 
This screen operates similarly to the Class Entry module, class entry screen. You should note there 
are some advantages and disadvantages to using this screen over the Class Entry module. 
 
DISADVANTAGES OVER CLASS ENTRY MODULE 

¶ It does not provide the instructor options of the class entry module. 

¶ It does not have sound feedback option. 

¶ Lǘ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǳǎŜ ƻŦ ƎǊŀǇƘƛŎǎ ƛƴ ǇƭŀŎŜ ƻŦ ŎƭŀǎǎŜǎΩ ƻǇǘƛƻƴǎΦ 

¶ For large clubs with many members this screen may be slower than the class entry module as 
it operates directly off the main database, not a summary database. 

¶ The fee-warning screen does not have a lock option.  

¶ You must shut screen down to receive fees etc you do not if using class entry module. 

Waiting for Members 

 
When displayed if you have a Message of the Moment loaded this is displayed for all members to 
see on the right of the screen. The screen will remain in this state until a member card is scanned 
or a member enters a valid member number and hits enter. 
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Displaying Available Classes 

 
Once a valid member number has been received this screen will display the members details and 
the classes they are currently eligible to attend. 
On the right of the screen are the classes available for the member 
 
On the left of the screen are the memberΩǎ ŘŜǘŀƛƭǎΦ  

¶ Starting with their member number, then their name highlighted in Yellow.  

¶ Then their grade is displayed along with grade Level. 

¶ Next to this is the date they graded along with the number of weeks they have been graded. 

¶ Following this is the number of classes they have attended since grading. Note that is the value 
in sessions that the member has been credited with. As classes can be actually given a value 
more or less than one.  

¶ Next is the average number of classes they have done per week over the period selected in the 
Main module. This is only updated when data is refreshed from Main Module.   

¶ If the Show Gradings option is selected following this is a list of the members proposed grading 
dates (if any). The grade they are scheduled to try for and how many weeks until they are 
scheduled to try for it.   

¶ If the Show Fees due options are selected then when a members annual fees or affiliation fees 
are due within a month the date they fall due is displayed, once they are overdue this is 
indicated and the date colour is changed to red. For training fees the same occurs only they 
are only shown a week prior to being due. If the Confirm entry/exit with sounds option is 
selected a sound can be played when fees are overdue also.  If the Overdue Fees warning 
screen is selected then when overdue fees are detected it will be displayed also. For externally 
received fees when they are overdue a message indicating no payment has yet been processed 
is displayed. 

 
 
If a member hits enter, presses an invalid key or another member scans their card / begins to 
enter their number control is immediately passed back to the screen as it was in the Waiting for 
Members state. 
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If you have the time out setting set the screen will return to the Waiting for Members state after 
the specified number of seconds has elapsed from any valid key press (ie class number being 
entered).  
 

Select Class 

To select a class the member must enter the number that is to the right of the class description. 
²ƘŜƴ ǘƘƛǎ ƘŀǇǇŜƴǎ ǘƘŜ Ŏƭŀǎǎ ǿƛƭƭ ōŜ ƘƛƎƘƭƛƎƘǘŜŘ ƛƴ ƎǊŜŜƴΦ ! ƳŜǎǎŀƎŜ ά!ŘŘŜŘ ǘƻ Ŏƭŀǎǎ ғƴǳƳōŜǊҔέ 
will be displayed in green and the memberǎΩ ŀǘǘŜƴŘŀƴŎŜ ŘŜǘŀƛƭǎ ǿƛƭƭ ōŜ ǳǇŘŀǘŜŘΦ 

 
 

The selected class will remain highlighted. And the 
member can select additional classes if they are 
attending more than one. If they select an incorrect 
class they can remove this selection by pressing that 
number again. A message will be displayed to 
indicate it has been removed, the class un-
highlighted and the members attendance details 
changed back. 

 

 

 
Note: this some times must be highlighted to members as there are always some members who 
feel that by adding a class more than once they are some how eventually going to get more than 
one class credited for it. 

Overdue Fees Warning Screen 

¢Ƙƛǎ ǎŎǊŜŜƴ ǿƛƭƭ ƻƴƭȅ ōŜ ŘƛǎǇƭŀȅŜŘ ƛŦ ǘƘŜ άhǾŜǊŘǳŜ CŜŜǎ ²ŀǊƴƛƴƎ {ŎǊŜŜƴέ ƻǇǘƛƻƴ ƛǎ ǎŜƭected when 
overdue fees are detected for member.  
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Monitor Attendance Entry 

 
FUNCTION: Provides visibility of who is signing in. 
 
USE:  When this screen is opened in club administrator it will show the last 

person to sign in at the class entry screen was. This allows desk staff 
to check people are signing in correctly and to which classes. It also 
assists with knowing peoples names. 

 
 
Double click on member picture to open View member screen with their details. 
Member photo and name will also aid administration staff in being able to 
deliver a more personal service by knowing peoples names as they come to 
administration desk. Age, membership description and due date for fees are also 
displayed for each member.  
 
Classes they sign into are listed.  
 
Any message set up in the view member screen will be displayed in the class 
entry module. This message is also displayed in the class entry monitor. The 
message can be updated or removed by clicking Clear Message.  
 
Clicking prev. and Next allows you to browse through the members that have 
signed in. Anytime a member signs in their record will be displayed. 
 
If you wish to have an alert prompt you when a member logs in then you can 
ŎƘŜŎƪ ǘƘŜ Ψ!ƭŜǊǘ ƻƴ ƭƻƎ ƛƴǘƻ ŎƭŀǎǎΩ ŎƘŜŎƪ ōƻȄ ŜƛǘƘŜǊ ƘŜǊŜ ƻǊ ƻƴ ǘƘŜ ǾƛŜǿ member 
scrŜŜƴΦ ¢ƘŜ ŀƭŜǊǘ ǎƻǳƴŘ ƛǎ ǎŜǘ ǳƴŘŜǊ ΨŦƛƭŜ-ƻǇǘƛƻƴǎΩΦ  
 
The Monitor attendance screen being open indicates to the system that there is 
a link to the Class Entry module in place, so when this screen is open any action 
that creates a receipt will trigger a send to class entry for just that member. The send is done 
when the receipt screen closes or when a receipt for a new person is created (until then there 
might be more updates to the receipt still to be done). For large databases particularly a full send 
can take some time, so this enables member information to be sent and updated individually. 
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When adding a new member for example any payment received or date adjustment will trigger a 
send and then you can immediately show the new member how to log in.  
 
If a memberΩǎ ŘŜǘŀƛƭǎ ŀǊŜ ōŜƛƴƎ ŘƛǎǇƭŀȅŜŘ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǊŜǎŜƴŘ ǘƻ ǊŜŦǊŜǎƘ ǘƘŜƛǊ ŘŜǘŀƛƭǎ ƛƴ /ƭŀǎǎ 
Entry. This is useful if you wish to update their message or clear it, can also be used when they 
have been promoted or had a program added to their membership.  

Member Attendance 

 
FUNCTION: Provides access to summary information about memberΩǎ ŀǘǘŜƴŘŀƴŎŜΦ 
 
USE:  Use this to get details of members attendance patterns, this can be useful in looking at 

which areas members skills are developing in to assist in either designing a specific 
program for them or to assist with decisions regarding promotions. 

 
Shows members attendance since they were last promoted and classes they have instructed or 
assisted with in the past year. 

  
Note: if you use the archive function to remove data from the database Instructing and assistant 
details are removed but class attendance details will be transferred to unspecified classes. 
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Weekly Attendance Graph will list 
attendance over period for each week; 
ƭŜƎŜƴŘ ǎƘƻǿƛƴƎ άȅŜŀǊΦǿŜŜƪέΣ ǎƻ 1999.14 is 
the 14th week of 1999. If show Instruction is 
selected then Graph will show instructing and 
assisting details also on this graph.  

 

Class Type Percentages graphs the 
percentages of each type of class attended in 
a Pie Graph. 
 
 
 

 

Class Attendance 

 
FUNCTION: Reports classes and members attending them. 
 
USE:  Use this to get a detailed listing of those in past classes if this is required. 
 
Enter various criteria to select class(es) to report on. Report will detail class details, details of 
members in class and summary statistics of members attending. 

 Attendance for (12 Weeks / Year / All Programs) 

 
FUNCTION: {Ƙƻǿǎ ŀǘǘŜƴŘŀƴŎŜ ŦƻǊ ŜŀŎƘ Ŏƭŀǎǎ ǘȅǇŜ ōȅ ǿŜŜƪ ŦƻǊ άмн ²ŜŜƪέ ǊŜǇƻǊǘ; by Month for 

άȅŜŀǊέ ǊŜǇƻǊǘ; . 
 
USE:  This report provides a snapshot of memberǎΩ ŀǘǘŜƴŘŀƴŎŜ ŦƻǊ ǘƘŜ Ǉŀǎǘ ȅŜŀǊ ƻǊ о ƳƻƴǘƘǎ 

in an easy to examine way to look at attendance patterns, even for large numbers of 
members at once. 

 
You will be provided with a screen to select the grades that you wish to report on. You can also 
limit report to only one membership type. 

 
  
On this report the value of each session type is taken into account. So this is not actually the 
number of sessions the members have attended but the number of classes this count as for 
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grading purposes. To get a count ƻŦ ǘƘŜ ƴǳƳōŜǊ ƻŦ ŎƭŀǎǎŜǎ ǎŜǘ ǘƘŜ ά{Ŝǎǎƛƻƴǎ /ǊŜŘƛǘέ ƛƴ ά/ƭŀǎǎ 
¢ȅǇŜǎέ ǎŎǊŜŜƴ ǘƻ м ŦƻǊ ŜǾŜǊȅ Ŏƭŀǎǎ ǘȅǇŜΦ 

 Graph Total / Style Attendance 

 
FUNCTION: Displays graph of total attendance for all classes, a specific style or specific class type. 
 
USE:  Looking at this graph will show you on a weekly basis if your attendance is increasing 

or decreasing. This can often be a good indicator of the growth of a club. Often 
attendance will start to drop before you lose members.  

 
 
The above graph shows all attendance for a single program over the course of a year. By selecting 
a specific class type or style you can get a better view of the break down of this attendance. The 
Graph Style Attendance option gives you a total attendance graph by style without breaking down 
by Class type. 

 Attendance recording sheet 

 
FUNCTION: Produces a report containing a matrix with members on one dimension and classes for 

the week on the other. 
 
USE:  If you are not able to enter members at the time of attendance use this report to 

record their attendance. This will make the whole process easier to record and enter. 
 
Note: this report needs to produce a matrix with the members on one dimension and classes on 
the other, the processing of data for this is quite complex and as a result this report often does not 
ǇǊŜǾƛŜǿ ŎƻǊǊŜŎǘƭȅ ǎƻ ƛǘΩǎ ŀŘǾƛǎŜŘ ǘƻ ǎŜƴŘ ŘƛǊŜŎǘƭȅ ǘƻ ǇǊƛƴǘŜǊ ǿƛǘƘ ƴƻ ǇǊŜǾƛŜǿΦ Also note that this 
report only caters for 20 classes a week. 
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 Instructors + Assistants 

 
FUNCTION: Displays report of Instructors and assistants for a specified period. 
 
USE:  If you pay your instructors you can use this to calculate the amount to be paid to them. 

You can also use it to keep an eye on the spread of the instructing workload between 
your members. 

 

 Instructors and Assistants report 
My dojo 

 from 27-Jun-98 to 27-Sep-98 

 Grade ID Name Instructed Assistant1 Assistant2 Total 

 Style / Program: Seido Juku Karate 
 Sandan 132 Trent Murray 34 0 0 34 

 103 Lisa Oswald 5 0 0 5 

 121 Pat Marven 4 0 0 4 

 Totals for Grade43 0 0 43 

 

Enrolment Numbers / Percentages / Leaving by Grade 

 
FUNCTION: Display graphs of members enrolment information. 
 
USE:  Here you can see at a glance: Your current enrolment, how many members have 

enrolled and how many have left each month / quarter as a number or percentage, or 
see how many members are leaving for each level. 

 
In order to display this information Club Administrator needs to scan through the database and for 
each month calculate how many members where enrolled based on their start and stop records, 
this can take some time so you are prompted if you would like to calculate this when you open this 
report. 
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Member menu 

 
The functions under the Member menu give you the ability to enter 
and maintain member records. 
 
This includes reporting on memberǎΩ ōŀǎƛŎ ŘŜǘŀƛƭǎ ŀƴŘ ǇǊƻducing 
member cards. 
 
 
 
 
 
 
 
 
 

 View Member 

 
FUNCTION: Displays memberǎΩ ŘŜǘŀƛƭǎ ŀǎ ǿŜƭƭ ŀǎ ǇǊƻǾƛŘƛƴƎ ŀ ŎŜƴǘǊŀƭ ǎŎǊŜŜƴ ǘƘŀǘ ƻǘƘŜǊ ŦǳƴŎǘƛƻƴǎ 

related to members can be accessed from. 
 
USE:  If you are dealing with a members for anything you can do it through this screen, make 

sales, receive fees, schedule grading dates and other functions are all available from 
this screen. This gives you the ability to quickly go from one function to another with 
out needing to locate member record again. At a quick glance you can see all a 
members basic details on this screen, use this screen when serving a customer. 
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Insert / edit pictures 

¢ƻ ƛƴǎŜǊǘ ŀ ǇƛŎǘǳǊŜ ŎƭƛŎƪ ƛƴ ǘƘŜ ά/ƭƛŎƪ ǘƻ ƛƴǎŜǊǘ ǇƛŎǘǳǊŜέ ōƻȄΦ 
 
There are several ways to insert pictures.  

¶ Using Microsoft Photo Editor: to use this select Photo Editor as the default tool to insert 
pictures.  Go to "File - Options" and select the "Member Pics" tab. Check the Use Microsoft 
Photo Editor to edit member pictures option. (Note: This is the simplest way to manage 
inserting photos however Photo Editor was replaced by Picture Manager in Office 2003, 
this does not provide an interface that can be used for inserting pictures. If you have a 
version of Office prior to 2003 you can install just the photo editor.) If you have office 
installed but not Photo editor do the following: 

o Go to "Start - Settings - Control Panel"  Or  In Windows XP, choose "Start - Control 
Panel". 

o Use Add Remove programs option. 
o Select Microsoft office and update install. 
o Locate Microsoft Photo editor and install it (this is under accessories). 

 

¶ Using Another program:  Unselect Photo Editor as the default tool to insert pictures.  Go to 
"File - Options" and select the "Member Pics" tab. Uncheck the Use Microsoft Photo Editor 
to edit member pictures option. If you have the view member screen open close it and 
reopen it. When you now select yes to insert picture you will be given a list of objects / 
programs to use to insert. Select 'Bitmap Image' or the type / program you wish to use to 
manage pictures. Selecting bitmap will open a blank picture in windows Paint as shown. 

  
Lƴ tŀƛƴǘ ǎŜƭŜŎǘ ά9Řƛǘ - tŀǎǘŜ ŦǊƻƳΧέ ǘƘŜƴ ƭƻŎŀǘŜ ǘƘŜ ǇƛŎǘǳǊŜ ȅƻǳ ǿƛǎƘ ǘƻ ƭƻŀŘΦ hƴŎŜ ǘƘŜ 
ǇƛŎǘǳǊŜ ƭƻŀŘǎ ŎƭƛŎƪ ƻŦŦ ǘƘŜ ǇƛŎǘǳǊŜ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ǇŀǎǘŜ ǇǊƻŎŜǎǎ ǘƘŜƴ ǎŜƭŜŎǘ άLƳŀƎŜ ς 
wŜǎƛȊŜκ{ƪŜǿέ ŀƴŘ resize the picture to be the appropriate size.  

  

¶ Paste from Clipboard: The third option is to paste from the clipboard.  Start the program or 
utility you wish to use to edit / manage member photos. Copy the image to the clipboard 
using the cut / copy function within the program. Open the view member screen, right click 
in the picture area then hold the <shift> key and press <Insert>. 

  
NOTE: ensure you reduce member pictures to the size of the box they insert to or they will make 
your database grow very quickly. A correctly sized picture will change size only marginally if you 
click on it once inserted. 
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Comments 

If there is information about a member you wish to store or need to remember enter it in the 
comments field. There is no limit to the length of messages in this field, to expand these 
comments double click in the comments box. If you keep detailed training plans or other 
information in a standard format you can set this up in a standard document then copy it to club 
administrator or copy from another members record (<ctrl> C to copy <ctrl>V to paste). 

Attendance Messages 

If you wish a message to be displayed when a students attendance is recorded (either by the class 
entry module or attendance entry). Enter this message in the Attendance message box. Standard 
messages can be stored that are then available from the drop down list. These can be added to or 
edited by double clicking in the attendance messages entry box. Note: if you select a standard 
message and then change it this will not alter the standard message. 

Alert on log into class 

Selecting this option will cause an alert sound to be played when the member logs in using the 
class entry screen. If you have the Entry Monitor open their record will also turn red. This allows 
desk staff to be alerted when a member they need to see attends. 

Training Details 

CƻǊ ǘƘŜ άaǳƭǘƛ {ǘȅƭŜ κ tǊƻƎǊŀƳ ŜŘƛǘƛƻƴǎ ƻŦ ǘƘƛǎ 
application show you see a list of the styles / programs 
that this member is a member of. For active members 
you can add or remove from this list as required. 
Shown is the format displayed in versions that do not 
cater for multiple styles / programs. 

 

Custom Details 

In Club Administrator you can set up as many custom fields as you 
require to store details about members. To set these up see 
ΨIƻǳǎŜƪŜŜping-/ǳǎǘƻƳƛȊŜΩΦ  
 
Clicking the custom tab shows all the custom fields set up for 
members. You can then enter this information for the selected 
member.  
 
If there are more than 10 custom fields set up click next page to see 
the next 10.  
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Marketing  

Tracking how people find you is critical in any member 
based organization. The marketing tab shows / allows you 
to enter / maintain, how people found you.  
 
If they indicated more than one source these can be 
stored. Where they have been referred by a member the 
member can be recorded and if a referral payment was 
made this is also displayed.  
 

Available Functions 

Update Member Details takes you to the Alter member details screen. 
Update Membership takes you to the Update Membership details screen. 
Receive Fees takes you to the Receive Training Fees screen. 
Record Sale takes you to the Sale screen so that stock can be sold to selected member. 
Accounts take you to the Accounts screen where member accounts are managed. 
Show Payments takes you to the Payments by Member screen where all payments by member are 
reported. 
View Attendance takes you to the Member Attendance screen where you can check memberǎΩ 
attendance. 
List classes Attended displays report of all classes member has attended within entered date 
range. 
Scheduled Promotions takes you to the Scheduled Promotions screen, to manage members 
promotion schedule. 
Promote Member takes you to the Promote member screen. 
Promotion History takes you to the Promotion History screen to view / edit promotion history. 
Member Report formats a member report for the selected member. 
Member Notes takes you to the Member Notes screen for the selected member. 
Manage Agreement Opens the Manage Agreements screen for the selected Member. 
Enter Attendance Opens the Attendance Entry screen for the selected Member. 
Print now / re-print this opens the Member Cards screen with the current member number loaded 
ready to print. 

Alter Member Details 

 
FUNCTION: Provides ability to update member details including promotion level details. 
 
USE:  Perform updates to memberǎΩ ǊŜŎƻǊŘǎ ŀǎ ǊŜǉǳƛǊŜŘΦ /ƻǊǊŜŎǘ ŜǊǊƻǊǎ ƛƴ ǇǊƻƳƻǘƛƻƴ ƭŜǾŜƭΦ LŦ 

you have a program where members can go up and down grades then perform these 
updates from here also. 

 
Displays Members details. If entered directly from Menu then Member number or name can be 
entered. This provides the ability to alter the memberǎΩ ŎƻƴǘŀŎǘ ŀƴŘ ƻǘƘŜǊ ƎŜƴŜǊŀƭ ŘŜǘŀƛƭǎΤ Řŀǘŀ 
entered is validated as when member is first added in Add Member.  

Also provided is the ability to alter the members Grade, Age Group and Date Last Graded. 
These functions are designed to be used to correct errors in adding members or Promoting 
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members. You should use the promote member screen to promote members. These functions will 
correct related data in the database however if used incorrectly unexpected results may occur.  

 

 Add member 

 
FUNCTION: Adds Members to database. 
 
USE:  Enter new members to add them to Database. 
 
To add member following fields must be entered first: other fields are optional:  
Member Details ς Name, DOB and Sex. 
Membership Details ς You must enter the membership type unless you are adding the member to 
ŀƴ ŜȄƛǎǘƛƴƎ ŦŀƳƛƭȅ ƳŜƳōŜǊǎƘƛǇ ƛƴ ǿƘƛŎƘ ŎŀǎŜ ȅƻǳ ŎƭƛŎƪ ǘƘŜ άAdd to Existingέ ōǳǘǘƻƴ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘŜ 
from the provided list the primary person on the membership you wish to add them to. 
Initial Training Details ς Start date, this date will be used for fee as well as training purposes. 
However the date fees fall due can be altered later so this should be their initial training date. The 
current grade can be altered from beginner, if it is the grading date should also be entered. 
 
hƴŎŜ ȅƻǳ ŎƻƳǇƭŜǘŜ ǘƘŜ ŘŜǘŀƛƭǎ ƻƴ ǘƘƛǎ ǎŎǊŜŜƴ /ƭƛŎƪ άADD STUDENTέΦ You may now be presented a 
couple of screens: 

¶ LŦ ƛƴ ǘƘŜ ΨŦƛƭŜ-options-ƳŀǊƪŜǘƛƴƎΩ ǘŀō ȅƻǳ ƘŀǾŜ ŎƘŜŎƪŜŘ ǘƻ ǳǎŜ ƳŀǊƪŜǘƛƴƎ screen when 
adding members this will be presented to you first to select the lead source(s) for this 
member.  

¶ If the member is on a Contract payments membership you will be presented with the Enter 
Contract screen prior to the receive training fees screen. You will now need to generate 
their payments by clicking Generate payment due dates after checking details are correct. 
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¶ TƘŜ άreceive training feesέ ǎŎǊŜŜƴΦ ¸ƻǳ Ŏŀƴ ŀƭǘŜǊ ǘƘŜ ŘŀǘŜǎ ǘƘŀǘ ǘƘŜ members fees fall due if 
this is required and receive any initial payments. If the member is on an external payment 
membership type initial training fee payment can be received by ŎƭƛŎƪƛƴƎ άOVERRIDE 
EXTERNAL PAYMENTSέ. 

 
 
If you wish to alter the details of this member further or simply check that all looks correct for this 
member ŎƭƛŎƪ άView last Addedέ ƻƴŎŜ ȅƻǳ ŀǊŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ƛƴƛǘƛŀƭ !ŘŘ Member screen and you 
will be taken to the View Member Details screen. 

Marketing ï lead sources  

FUNCTION: Record lead source for all new members being entered into database. 
 
USE:  To determine the effectiveness of various types of marketing and advertising it is 

important to track how people find you. This screen will enable you to track this 
information so it can later be reported on and examined. 

 
This screen can not be opened directly, go to the view member screen and select the marketing 
tab, then click view/edit. Or if in the ΨŦƛƭŜ-options-ƳŀǊƪŜǘƛƴƎΩ ǘŀō ȅƻǳ ƘŀǾŜ ŎƘŜŎƪŜŘ ǘƻ ǳǎŜ ǘƘŜ 
marketing screen when adding 
members this will be presented to 
you first to select the lead source(s) 
for this member.   
In this screen select the lead source(s) 
from the list, these can be maintained 
Ǿƛŀ ǘƘŜ ΨCƛƴŀƴŎŜ-!ŘǾŜǊǘƛǎƛƴƎ ¢ȅǇŜǎΩ 
screen.  
 
If a Member Referral is selected then 
you can also enter a referral reward. 
A referral reward account will be 
created automatically if the member 




















































































































































































































































