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Getting Started

Installing Software

1 Software is compatible with Windows Vistaand XP.

1 Software can be downloaded frommw.fullcontact.com.auor is availabldy requeston
CD.

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

1 If you wish to havenembers record their own attendance you will also need the class
entry module, thiscan 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 functishC &.f SO { dzLJ 5 | ydu-canlisg S Q
anyother means to backuthe file club.mdb that contains all your data.
1 If you have any problems you can always recover as long as you have a backup of your
data.
2. Install Software and Upgrade
1 Install Club Administrator softwarelfowing prompts
1 In some instanes 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.
1 When you first open the softwaré will automatically apply any updates required (it may
need to shutdown to finish applying changes).

Registering
When you initially instalbr upgradeyou willhave28 daygo register
1 You will be shown a registration screen when you start club adimation (note: this is
not displayeduntil you begin entering data), this contains a unique serial number that you
must supply to receive an activation code.
1 During the trail period just click cancel to use software (note: this screen may redisplay
twice when first starting software).
1 If you are connected to the internet select yes when prompted to email Full Contact
Software the serial number. emadgction@fullcontact.com.au

Overview of system

The essentiacomponens of the Club Administrator applicaticare:

1 Club.MDB access databas@&his will contain all youmember, class, membership,
attendance, stock and salesc. data. You should backugmsure that this file is regularly
backed up, in the case ofgblems with your system you will require a backup to restore
your data.

f  Club Administrator application, 2 dzZNJ Ay 4 SNF I OS G2 GKA& RIF Gl

application screens and reports. The data you access via these screens is fully validated
andthe 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
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database. If you require the data to work on directly this can first be exported with
custom reporting.
 Class Entry applicationL ¥ & 2dz OK224aS (2 Ayaidlft GKS a/ f
or other(s) then you will also have the option of allowmgmbers to easily enter their
own attendance details by either scanning the barcodelmir membercards or by
entering theirmembernumber. This data is then at a later point in time to be loaded into
the Club database.

Deciding on system configuration

For most users th€lubAdministrator module will be installed on a single PC whih €lass Entry
moduleon a separate PC (if being used). With this configuration ideally the two computers should
be networked to allow the easy transfer of data between théinms possible to have multiple

copies of Club Administrator running over a networlo do this install Club Administrator on all

t / Qa NB Yr/ZAdgodd YaRMREacing this db your server, all modules then link to this one
central file. To link them use the fitgpen database functionysing the same full network path for
eachto locate the club.mdb file.

If you decide to employ the use the barcode / scanner facility then before you begin producing
your membercards you will need to check the scanner output format and decide on an
appropriate barcode setip (see Class Entry mhale guide for more details).

1 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 VERSIOIyours is a club with less than w®&mbers, you don't use contras and you

only want to run on a single PC then our Limited version will meet all your needs.

PREMIUM VERSIORhere 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 VERSIDI: 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 tratiiacking these you can also

record grades or levels for each.

1 Do I want the Class Entry module?
Are you going to havamembers recording their own attendance? If your not you don't. Otherwise
if you answer yes to any of the following questions yollt w
1. Will you want them to be able to do it on a different PC to the one you have installed the
main module or(This is often preferable as it keeps main PC free for other fasks)
2. Do you want to use audible messages (eg. to remuethbers of fees or to cofirm 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 cldgembers as young as 5 can
consistently enter their own attendance correctly with tlistion)?
4. The entry module does not contain any other details and is robusinenclogcdrahot do
anything else but enter their class if it is left open with just a keypad or barcode reader for them
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This also makes it highly reliablataradwery low high availability rate (around 99%) in most
installation®o0 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 nagplication screen, with
menus and icons at tofdf the data file (club.mdbjequiredfor storing your dataould not be
located you will be presented with th@pen Databasscreen to locatét.

By default club Administrator is installed in th&atubadmn 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 td-tleenenu. Then the
Open Databas®ption.You should now locate the Data by entering the directory and the file
VI YS .indoé @#zoQpénPatabaseor 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 eritesed.
recommerded you look at the quick start guide for information on initial set up of data.

1 Configuration Options

Go to the File menu and sefeins select each tab and enter settings. Most importantly if you wish
to track GST select the Tax tab and sptrtbvs. Wptions can be altered later if required. On the file

menu selesthool detailsenter your club name and logo now also if you wish.

1 Enter your members.
1. Go to the Grades menu, s€lextesand enter in all the Grades or levels you will use. The

number on the left indicates theroesebes 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: junic

senior grades do not need to be entered separately.
2. Goto the Membership menu and Bdedber typesrou 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 ttMembemenu and selestidMemberenter all their details then clickfadad have

family memberships when you enter the second or third members under membership details

"Add to existing" then select thadinsibeon the membership from the list.

4. Alternately you can usdrtiportMembes FromFileto loadnembeinformation from an
existing file.

1 Entering classes.
1. Go to the Timetable menu, sgless Typeand enter all your class types you use.
2. If you are recording classes at more than one location, selecoeatibediiemm the
timetable menu.
3. Now chooddpdate timetabkeom the timetable menu. Add all your class details.
4. You are ready foembexto be put in classes. S&ltehdance EntrgrMembedirect entry

from the Attendance menu and you can begin. Note to use class entry module you need to u

dojo sync to transfer the data you just set up, or go to Fil&xrpemi/emibedata to

create file then start Class Entry modules, close the entry screen that appears and select Im|

Data. Then select Alter display criteria and enter Setimgtagses are displayed. (To set up
Pictures and Sounds select options from top menus.)

1 Entering Stock and sales.
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1. From the stock menu sétiects.You will notice at the top of this screen are categories use
these to organise your stock, to makeasgnis #nd, report and for analysis of sales. There are
two special categories Non sale items, belts and items you wilemabeseshtould go
under here. Services, items you don't keep stock for or raise orders but incur a fee (eg. intro
orcamp). 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 sé&ecint / Update StacRelect adjust stock option and enter initial
counts.

3. You can now record saselectales or create purchase orders, setiats 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.

BExt will shut down the application.

FUNCTIONEstablishes link to data file containing all information entered into application.

USE: For a standard install you may never need to usegbisen When you want to move
the main datéfile to another location then you use this screen to link the club
administrator application tat.

This screen must be used to locate the =2 Link to data tables i =X
Club.MDB file that contains the data used by t[| oo in [EHEm= =
i i i 1 Link.
application. This file can be renamed or locate||
in another dl.re.tnry but the structure of it and {L]mp] Uit
the tables within it must not be altered. ClassE ity b
Once the file is located click Link. The Club_blark b
application will then attempt to establish a Pl o
connection to all the required tables within If. |§ | 25008 mee
you move or rename the club.mdb file youllw

need to link to this file every time you upgradefll Fic name [Cibmdb

or reinstall the application.

Backup Database

|? files found

FUNCTIONProduces backups of the database.

The
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USE: Hardware failures and other problems can occur so this gives you they abiprotect
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 restoggur 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 copieso be kept is enteredlf 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 backuflash drive or other media thatanbe stored in a
safe locatioraway 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 thememberdatabase in the specified location. You miiave a copy of
pkzipexein your application path for this to wolilsee 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 th&@Back up on start up optignvith this

option a cancel screen will appear briefly (5 secomd$dre the backup startsThis option has

been provided so that you can start the PC walk away and if you have Club Administrator set to
run automatically ontsirt 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 start$.you wantthe software to stop and wait, gng you the

option to perform a backup or start without one then select the third Backup option. After
changing these settings click{ S { SGdAy3a¢ o

=8l Performing Backup function x

Data File Backup Utility

Location of Backups: Number kept:
|\\E arthtdataClub_Backupsh |?‘

" Remove student and stock pictures to reduce size

Auto Backup
™ MoAuto Back Up
" Auta Back up an start up

(¥ iGive Auta Backup option at start up. |

Backup Save Settings Cancel

Restore Database

FUNCTIONRestore database from backup file.

USE: If you need to restore the dabmse 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, rephcing the currenmemberdatabase file. Note any data in the currenember
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 databae, itwillfaikd LF &2dz NBEOSA PGS | Guaidsileesdstsh y (KA a
NELX I OS BA2AS2WHOITDHNI NBLX | OS

Message of the Moment

FUNCTIONENter / Update message displayed on welcome screen of Class Entry

USE: Reminders about eventgyords of wisdom or other messages can easily be displayed.

The message you set here will be transferred t( = e o e momen - = ox
the Class Entry module and displayed to _Tlfs‘c'l’i""“’ "'”“‘"‘-‘d" o ‘“"f'“"'“*_"‘:d
members when they are putting in their ocays words of wisdam
membernumbers. Seven times fall down

- eight times get up.

Enter the message on the left and it will be st s
disphyed on the right in the format it will
appear in when displayed tmembers. L

Data Synchronise

FUNCTIONEransfer data between this application and the Class Entry mddiiieh is designed
for allowing self registration bjnembeis for classes)

USE: Where you are able to map to the class entry module directly this simplifies data
transfer.

The ata Synchronise function enables the location isin the default locaibn on the same

transfer of data between the main module and machine. If it was on a different PC called PC2

class entry modules in one easy step. with the folder it was installed to shared as
Entry the location would be

This can only be used if the modslare either \\PC2Entry\ ClassEntry.accdr

on the same machine or machines that can

map to each other over a network or other

communication mediumThe location of the

Class Entry Module is entered in theember

entry location.In the example shown the
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& Class Entry Data Synchronize Manager x

Student Entry Location: [ge(Fl:Ye)lyRierr =yt g = tawe |y

W Do not process todays dasses

Full Synchronize Send Student details Load Attendance Data

|No attendance data processed, nothing imported. Student data refreshed in Class Entr

Full Synchronise

This will perform_oad Attendance datdnen SendMemberdetails (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 etdsy
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 mairmodule.

Export Member data

FUNCTIONCreate data file for loading data into Class Entry module.

USE: Use this to create file containimgemberand timetable details that is used by class
entry module.

This function is only required if you choose téus 1t KS &/ f I & 9 y (i Nddetbely 2 R dzf ¢
FGGSYRIFYyOSo LaadzSa Ay NBflIiGA2y G2 GKSasS TdzyOi
¢2 SELRNI RFGlI NBIldZANBR o6& a/flaa 9yiGNERE Y2Rdz
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:oads attendancedata 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.

>

2y

CKA& Fdzy OuAzy a t
LaadzsSa Ay NBfFGAZ2Y (2

@ NBIljdzA NBR AT @& 2 dnerabkr
FGOGSYRIFyOSo d

2 2248
10KS&aS Fdzy O
To“import data locate the file for import that was |import. All data will be automatically
SELR2NISR FNRY (KS &/ f I &pioceSsgdinhds you Questimh i@ d ¢ KSy
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prompted to confirm the Instructor and Assistants {d Enter Class Instuciors
any classes being newly created in the database. A Satudap, 17 Januay 2008 1200
data will be loaded to the appropriate tables. N B
Once Import is completed the file will be moved to Instructor
another directory. And yowill be given the option of
ViEWing a report of the imported data. Assistant] Assistant2

| |Z| |Newestl3uy |Z|

Okay

Imported data report

FUNCTIONReports all data imported in the last import of data by thgport Attendance Data
function.

USE: You can use this to check what data is being ldaaied to check whathembers where
in a class.

Reports all data imported in the last import of data by thgort Attendance Datéunction.

Imported data report

My dojo
Class: Yellow Senior 06:40 PM, Monday 2@ul99 Belmont Import Okay: YES
Instrudor: 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:oadmemberdata from an existing file.

USE: This will allow you to load your data from a flat file. There are two ma@s 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 membemnsecyou 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. If you are having difficulties contact Full Contact Software for assistance.
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Prior to importingmemberdetails you should set up your initial configuration, including
membership types, programs, grades and age groups (see next section). The fotletailgghow

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. D2 { 2impo€Mefnted FNRBY FAESé Ay Ofdzo FRYAYAAGNT
2. Select the format of the file you wish to loadmust be either a comma delimited file or a
spreadsheet.

Locate the file to import data from.

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 yoloedrthese

separately but where part of themembesrs record is in more than one file you must be able

to like them by eithememberL 5 2 NJ yI YS® ¢2 fAy]l o6& yIYS Ol
FAESQo®

(sl Student Data Import .

> 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 to load. [leave blank any data not available in load)

Field description  Field definition Delault Values Sample Data  Mext | Prev. Data Load Conditions

Student [D: [StudentlDr a0 ™ Use Mame as
Tite ’Tille—\z[ Mr ley ta load file.
First Mame. m Fatrick
Sumame:  |Sumame Wig
SexM/F) [Sex Gl M <] M
Date of bith:  [D0E =] | O-Jandt 13/01/1964

Address
Suburb # Town ’—E[
AP fPasteade: [ 2]

Stale

Phone Home: ’—E[
Phane ‘work: ’—E[

Phere Mabile:

emai

Membership Type: |Membersh|p El |In|ha\ Load [nat fnulEl Cash 43 ’WEI
Training Fee: : Aictive ez
Training Fes Date: | E| | 01-Jan-10 equals
Annual Fee Date: ” El | 01-Jan-10 ’\‘537
Add to Student: I—E[
Grade: ,Gmcle—\z[ ’EegiTEl Tst Kyu
| |Seni0| =] M Use age to
Claszes Since Grading: Elerbelony
DateGraded [GD  [+]

Next

a. MemberID, if you have an id number assignedtembersthen 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 firsthame and leave surname blank, the load process will spit this into 2 parts. If
you have the name stored in reverse order egnsmne firsthame then put name in
surname and leave firstname blank.

c. Sex/ Date of Birththese must be loaded in the system, if you do not have this information
for allmembers set a default value and this will be loaded agamstnbers where it is
missing

d. Membership details allmembers will be assigned a membership type, if you wish to load
allmembers with the same membership type initially set this up in Club Administrator
Member Types then select this membership as the default value. Alternatedy tigve
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 may want to call it
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a2YSUGUKAY3 fA1S WLYAGAFIE [2FRQ® LT &2dz KI @S
paying then specify this amount in training fee and this will override the standard amount
for a membership type. You can load members as/adair inactive or can make this
conditional on a field in the file being loaded.
e. Family Membershipsif you have memberships where more than anemberare
associated with the same payment then these can be loaded to the same membership. The
payingmembad Yy dzYo SNJ ySSRa& (2 oMembBetUSARA FMSR RA yB KiSK
initially loading other family members.
f. Gradesponly one style / program can be loaded in one load. You must set up this style in
club administrator along with any grades and age grodigrmation 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 descripgiomatch those in club administrator
exactly.
g. Grade / Promotion historyyou 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 todal 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.

MembelD 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 containrtembernumber and the
Style / Program information.

A preview & 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: Fyou 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

FUNCTIONCreates a file containing summary information abmémbess.

USE: If you wish to use your da directly in an access database this enables you to extract it
in a format that will be simple to work with

Memberdetails must be included for records selected, these are only basic d&faisber
number, name, age, sex, grade, date last gradedie@ddition to these the following details may
be included:
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1 Affiliation payments made, payments after entered date will be included.
1 Members contact details, address, phone numbersnail etc.
1 Current training details, date they last trained, averagesdas week, classes since grading.

Next you should specify thmembesrs to be included.

1 The default of all currennembers will only include activemembers.

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

1 Or the third option allowsnembeis who have been deactivated to be included.

=&l Export data x
Details to export Students to include
W Student details Style / Progran
[ Afliation Fayments made an or after 15-Mav-01 Al =
W Student contact details
&
W Students current training details 2 ) it el
W Details of all gradings sinoe: 15-Nov-01 " Students paying affiliation fees on or after;  15-Mav-01
) @l i ectam e " All students excluding those deactivated prior to: - 15-Maw-01
Club 1D 1 Fassword for export file: [
Last export: |15-Mow-01
E xport number: 2 E xport |

Quit
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

FUNCTIONAllows you to set yauclub 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.

CKSNBE INBP (g2 t232Q0acRIASA[T2FIRQA (I B NK 2 dza & il A N
but are referenced from outside it whenever they are needed so it is recommended that a copy be
LJdzd  A\glubadirgE ORA NS OG 2 NBE @

The name of your club can be set as up to 100 characters however ibremeended that you
limit it to no more than 35 characters to allow it to fit on all reports and screens where required.

Options
FUNCTIONProvides access to various option settings that control application function.

USE: Most of the options in this scem will not need to be updated once set. You should
review them whenever installing a new version.
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Stock + Sales

& Options x
Mark up: The percentage entered here is the) L ™= S0 Ft Lo e | o
default markup applled When |temS are Tax Student Feports Student Entry display
Created ' Default Markup 2: ,—ED
Order Delete- Orders may be deleted aﬂ:er th Allow deletion of finalized orders greater than
number of months has passed from them bei auljemte
finalised. ‘;”;“;u”nf,gi'ﬁd‘ZQ“{‘?”:;‘Era:c?";‘ni:ii’l‘i;‘;‘li:'?é.ﬁiding .

. . pertormed i specified by these options.
When making sales of Merchandise you may Foursing Opton
often end up with single cents due to % D ot Round
. . & Round U
markdown percentage being applied. If you 5 bersibos
wish to always round figures in a certain way & ReundTo Closes
then select the way you wish teund from this Roundto nestest [ $001 =
ay

screen. o |
Tax

LT &2dz 6AaK (2 FTRR GFE G2 LJz2NOKIF&sS yR alft$s L
full explanation of Tax options and use of tax at the end of this GuideT S¢eCOMPONENT

Member Reports

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

Member Entry Display

TheFANBRG FTASER 2y (KAA& & ONfBehes &/6&rigs Mdhlayice aille2 ¢ Y |
calculated over for both thlemberentry screen of this module and the class entry module.

Enter the number of months over which you wish to calcutambed Q dgeefeddance.

The following options relate only to thdemberEntry screen in this Module.

Showmembers Grading, if selected will causembers proposed grading dates to be displayed.

Fee display options, if selected will cause selected fee type toderstvhen 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 email€Enter the default subject line that will be sentrteembelrs when
sending an emailJsing[Title] [Firstname] [Surnamejr any other field available when sending
emails and these will be substituted for the appropriatemberinformation when sending.
Create note when sending message: checking this will have notes created by default for any
message sent, recording the message details againsntgmaber.

Open email before sending: will set emails to open before send by default.

Default multiple send settingvhen sending multiple messages you can specify the order of
communication methods you wish to use to send a messageneraberor 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 restrictregard 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 Internatimal prefix: Skype requires international format numbers wkending 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 linenbers 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.
1 Check Skype forumbers when adding / updating: when you update a phone number you
can check if it exists in your current Skype contacts.
1 Check Skype for handle when sending single message: Similarly if you are sending a
message skype will search for a contact with thatniber.
1 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 vimegmber.

Use Messagendbr 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|l DO s

You can set a range nfembea numbers to be issued tmembers 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. Theglate 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 &ft 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 flaggetberlogs inb class.

Gradings

When grading anemberif 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:
 IfyouwishtoprompF 2 NJ LI @ YSy(d (GeLlS SOSNE GAYS | NBOSA

LI e@YSyid GeLlSQ 2LIA2y o
1 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 digpthe advertising results form everytime a new
member is addedin addmemberor leads forms)reducing the chance of this information being

missed. Uniform issued

Drate: 21-lan-11 Retumned: I
The remainder of the fields on this tab are used Special offer: [Uriform Free if join on 2nd Intio =]
to configure the appearance of the leads form. Intro Class 1
You can reord against each lead three events. Date: 21-Jan-11 Attended: M
For each event you can have a Date, Check box ~ Cemments: [Uuick learmer v
and Text box displayed. e (s &
Drate: 28-Jan-11 Attended: T
Comments: =

Member Entry Classes

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

Gradings

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

Member Pics

LT &2dz aSt SO0 GKS W' aS aAONRaz2Fild tKz2G2 9RAG2N
automatically invoked to edit and work wittictures. 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 wimembers can attend a specific class. Whartembers absent
need to be billed, select this option to allow bulk billing of those absent from a class.
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Thesecondfield here allows you to enter the number of months over which you waneanbers
average attendance calculated.

The check box if selectedliimean 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-ttaglay basis so this shouldmmally be quite
acceptable. However it will slow staup 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

FUNCTI®: 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 torinter.

Log in as user

FUNCTION:og 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 h Attendance menu

Attendance Entry
Member Class Entry Provides functions to enter members into classes
Reportingz Y YSYo0o SNR&a | { GaSweRasy OS

Monitor Attendance Entry
overall attendance and enrolment reports

Member Attendance

Attendance for12 Weeks
All Programs for12 Weeks
Attendance for Year

Graph Total Attendance
Graph Style Attendance
Attendance recording sheet

4
Fi
%
g9 Class Attendance
i
i
i
Al
Al
i
i

Instructors + Assistants

il Enrolment Numbers

ni‘] Enrolment changes percentage

il Leaving by Grade

Attendance Entry

FUNCION:Interface to allow administration person to recontembeQd I G 4 Sy Rl yOS ®

USE: Recordmemberattendance with this screen. This can be done either at time of
attendance or at some future time. It will warn of overdue fees, suspemdechbers
ect.

This screen is designed to allomembels attendance to be recorded easily by an administrator at
either the time of their attendance or at some future time.

% Attendance Entry =

Todays date: | 15-Jan-12
ccwsca] Tran Attendance Entry
Class date: | 12-Jan-12 & Thursd
ass date an E HLRCED Member No- rﬁm % Malcolm Ayles
Location : [Main Deje |« - = R
Member Name: |Tom Day =] :
TIME CLASS
B Rark: Kari Shodarn Seniar
5-45 PM Basics | - Alter Instuctors
fol3
5:45 PM  Junior
| Sew Male
6:30 PM Blug'2ABove | MHame i Rank Student| D
Jane Eliott Tat Kyu m
6:30 PM Basics | e BRE Ruby Gillan st Kyu 654
: ember [ ype: Tuler Major ZndKpu 590
7:15 PM Green & Above I Fees Due: 235ep11 JPakT hl:unlt:lick gm Eyu ggg
8:20 PM Sparring aul Mon HU
View Attendance Anthony lliogki Eth Kyu 433
Mon time tabled class |
Add to Class Remove from
Q"? Inztructars Report ExIT
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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 displayedhiorder of start time.

When you select one of the displayed classes a class record will be created. On the right side of the
screenyou will see the instructors displayed.

Addingmembers to Class:

Scammembercard; enter name or number to Selddemberto be added to class. Then press

Add to ClassValidation oimembers eligibility to attend class including a check of their feekhail
done prior to them being entered in class. If any problems are found warnings will be issued for
these beforememberis added to class.

Removingmembers from Class:

If you wish to remove enemberfrom the class you can either bring up thmeembers ddails then
pressRemove from Clas©r locate their record in the list aiembels attending the class on the
right of the screen then double click on them to remove them.

Non Time tabled Class:

' FGSNI Fye GAYSGlIof SR Ot adBaot LABONROL ¥OBNYI BlE
timetabled class screen where you can create classes not on the timetable amdeaaloers to

them. This is particularly useful for irregular classes such as private lessons.

-
:ﬁ% Mon Time Tabled Class Entry [&J
on time tabled claszes for selected Date £ Style:
Class date: | 15-Jan-12 @ Sunday Time Clazs Type Class Instructor Location Members

/37 4-7 Dragonz | Malcoim Aules 1 ain Diojo

Style / Frogram: [Shiryodo Karate [=]

Member Details:

Member 1D: 195]= Current Member

Members in selected class:
Narme: |Lynda Schembri =] J Name StudertiD
Lynda Schembri 198

Class Details:

Location : Clazs time Clasz Description

Mair Dojn E | 22:3? |4-? Dragong E

Inztructor: |Malcolm Ayles :
Agsistant 1 | - i
Agsistant 2: | - :

Create Class + Add Member Add Member to Class Remove Class Exit

Alter Instructors:
When a class isiially selected the instructors will be

Enter Class Instructors

set to those specified in the timetable. To alter the i

instructors presdlter instructors You will then be

presented with a dialog box to enter the new Assistant] Assistant2
instructor(s). NOTE: this change will only take effect f K =] - =]
this class if you want the change to be permanent you Dkay ‘ Cancel |

need to change the instructors under timetable update

The Page26 of 163



& Rull Contact QLB ADMINISTRATCR
Software UssRQUDE Copyright 1999i 2012 ©

Viewingmembers in Class:

Allmembers in the currently selected class are displayed on the right hand side of the screen. If
you select anemberin this list their details will be displayed in theemberentry section of the
screen. For a report omembesrs in the class you can press the use ltigructors Reporoption

to display a formatted report of those in the class.

To obtain more details omember pressView Attendancé Yy R &2 dz A f t Ma®erd I { Sy
lGGSYRIFyOSé¢ aONBSy

SMS:
The SMS function here will take you to the m@MS screen with all theembers in the class
shown. A message can then be sent to allniembers who attended this elss.

Class Role:

If you have a class role (you can assigimbers to a specific class: see Timetaplglass Rol¢set

up for this classhen this button will display clicking it will produce a Class Role report, which can
be used to mark off those whdtanded 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

=3] On Role But Not In Class LQ_E-J

Class Role Students Not In Class:

Not in Class: D Name
This button is also only present when there is a role for the 24> Behiana Hobinson _Add slcted o s |

937 Brett Denham

9]

selected class. Clicking this button will bring up a screen |||754  Cody Buchhel: Add All to Class
K . an!el Wood
with all those on the role but not in the class. 592  Daniela Hood
16 Julian Willoughby Charge Selected
674  Mitchell D"Leary
This screen makes it easy to adeémbers to class who are Charge All
I Charge Amount:
on role to attend You can also chargeembers for th(_a . 0
class or charge athembers an entered amount, the invoice| S
only option allows this charge to be added to tmember | 10
as an invoice for payment. ' Invoice Only

This is used whemmembers are enrolled to attend a
specificclassan&i G KSé& R2y QU FUUSYR LI e&YSyid Aa aidAflt
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 elss entry module.)

FUNCTIONnNterface to allommembesis to record their own attendance.

USE: Use to allonmembers to enter their own attendancesducing requirement for
administrative staff.

This screen operates similarly to the Class Entry modules efatry screen. You should note there
are some advantages and disadvantages to using this screen over the Class Entry module.

DISADVANTAGES OVER CLASS ENTRY MODULE

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

1 It does not have saud feedback option.

T LG R2Sa y20 KI@®S dzasS 2F 3INILKAOA Ay LI OS

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

1 The feewarning screen does not have a lock option.
1 You must shut screen down to receive fees etc you do not if using class entry module.
Waiting for Members
5] Member Class Entry = e
’ﬁ‘ Member Class Entry ’iaf‘

Seido Karate - Grovedale
Message of the moment:

Todays words of wisdom

ENTER s i falld
even times fall down
Member Number eight times get up.

OR SCAN

Member Card

When displayed if you haveMessage of the Momenrbaded this is displaye‘d for allembers to
see on the rigt of the screen. The screen will remain in this state untileanbercard is scanned
or amemberenters a validitnembernumber and hits enter.
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Displaying Available Classes

B Student entry =1 E3

Student Class Entry Screen

My Dajo

Time Class Student: 604
0 5:15 Tigers GreeniBrown i: Select !Cassie Ayles
H 730  Meditation | il | crace: Graded:
EAEUEE | 2nd Kyu Jnr 28-Aug-99 (3 weeks)

Classes since Grading: 10

Average classes per week:  3.33
Scheduled Gradings

| class : Try for Date (weeks)
| ciass | | [2nd Kyu L1 11-0ct-99 (3)
s | bndKyulz  22-Nov-99 (9)
L — | bndkyuls  10-Jan-00 (16)
1st Kyu 26-Feb-00 (22)

| Select Classes

Once a valitnembernumber has been received this screen will displayrtienbels details and
the classes they are currently eligible to attend.
On the right of the screen are the classes available fontember

On the left of the screen are threembeQa RS{GI A f &

T

il
)l
)l

Starting with theirmembernumber, then their name highlighted in Yello
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 session that thememberhas 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 refresfirem Main Module.
If the Show Gradings option is selected following this is a list ainér®@bers 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 dumptions are selected then whenmembers 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 displdyedFer externally
received fees when they are overdue a message indicating no payment has yet been processed
is displayed.

Annual Fee OVERDUE since: 01-Jul-99

Fees due on: 17-Nov-99

If amemberhits enter, presses an invalid key or anotheemberscans their card / begins to
enter their number control is imnaiately passed back to the screen as it was inwWhaating for
Members state.
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If you have the time out setting set the screen will return to Waiting forMembers state after
the specified number of seconds has elapsed from any valid key press (iewlassr being
entered).

Select Class

To select a class tmembermust enter the number that is to the right of the class description.

2 KSy GKAA KFILIWISya GKS Oflaa ¢Aff 6S KAIKEAIKG
will be displayed in greeand themembe& Q | G G Sy R yOS RSGFAt A GgAff 0
Student Class Entry Screen

My Daja
Time Class Student: 604
n 5:15 Tigers Green/Brown ICassie Ayles

H 730 Meditation Grade: Graded:
2nd Kyu Jnr 28-Aug-99 (3 weeks)

Classes since Grading: 11

Average classes perweek:  3.67
Scheduled Gradings
Try for Date {weeks)
2nd Kyu L1 11-Oct-99 (3)
2nd Kyu L2 22-Nov-99 (9)
2nd Kyu L3 10-Jan-00 (16)
1st Kyu 26-Feb-00 (22)

Added to class 1 |

The selected class will remain highlighted. And the Time Class
membercan select additional classes if they are n 515
attending more than one. If they select an incorrec

class they can remove this selection by gieg that E 7:30 Meditation |
number again. A message will be displayed to

indicate it has been removed, the class un

highlighted and thenembers attendance details

changed back.

Tigers Green/Brown |

Note: this some times must be highlightedrembers as there are alays somanembels 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
¢tKAa aONBSy gAff 2yfe 06S RAALI I @SRedediwiekKS ahgd
overdue fees are detected fonember.
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Overdue fees notification

OVERDUE FEES!

Overdue Fees notification for student;
67 - Don Wilson

Rull Contact
Software

S

Co

You have affiliation fees 29 days overdue from 12-May-00

‘Press <enter> to continue_:

Monitor Attendance Entry

FUNCTIONProvides visibility of who is siig in.

pyright 1999 i 2012 ©

USE: When this screen is opened in club administrator it will show the I
personto sign in at the class entry screams This allows desk staff
to check people are signing in correctly and to which clagsatso

assists with knowing peoples names

Double click omemberpicture to open Viewnemberscreen with their details.
Memberphoto and name will also aid admimniation 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
displayed for eacimember.

Classes they sign into are listed.
Any mesage set up in the viemmemberscreen will be displayed in the class
entry module. This message is also displayed in the class entry monitor. The

message can be updated or removayclickingClear Message

Clickingorev. and Nextallows you to browse ttough themembers that have
signed in. Anytime enembersigns in their record will be displayed.

If you wish to have an alert prompt you whem@&mberlogs in then you can
OKSOl UKS WwWIfSNI 2y 23 Ayd2 menbeaa
sciSSyd® ¢KS | f SNI RAInAR YR PASEG dzy RSN

The Monitor attendance screen being open indicates to the system that there

Kelsey

Buchanan
Age 17
also DDas
Due: 16-Apr-10

Classes
19.45 | Green & Above
20030 | Mediadon

Displayed message:

Hi Kelsey, can you make
an appoinment i see
Sensel he would like o
dISCUSS Your coming
promodar.

Eg)arfﬁegag 1 |

gy |

> 1S Rezend Exit

a link to the Class Entry module in place, so when this screen is open any a

tion

that creates a receipt will trigger a setmlclass 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 t&ke some time, so this enablesemberinformation to be sent and updated

individually.
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When adding a newnemberfor example any payment received or date adjustment will trigger a
send and then you can immediately show the n@emberhow to log in.

IfamemberQd RSGIFIAfa NB 06SAy3d RAaLX @SR (GKSy @&2dz
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

z

FUNCTIONProvides access to summary information abowmbeQa | G 4 Sy R yOS ®

USE: Use this to get details ahembers attendance patterns, this can be useful in looking at
which areasnembersskills are developing in to assist in eitli&signing a specific
program for them or to assist with decisions regarding promotions.

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

j‘;‘ View Member Attendance x
Member Details Training Details
Member 1D: 45 : Current Member Stat Date [T7-Nowdl
Name: |ndrew Leary =] % Style / Program Active  Grade:
Shiryodo Karate Yes Hidan
Instructing and Aszzisting Past Year: Amok, Mo . Senior
Style |F'Dsiti0n |Elass | Sessions| DbtalEInSB-gct-DS
Sdo  Instructor  Graded Al 38 - .
Sdo Instructor  Blue & &bove 2 Add | | Stop | Incentives
Sdo Instructor  Basics 1 Class M eek: 0.00 Last clazs 10-0ct-11
Clazzes zsince | ClazsDescription Sessions
Promation Black Belt 28
Green & Above 22
_ Blue & Above 7
Tuatal: 41 Sieentie 6
Graded Al 5
R TR Weskly teditation i
Percentages Attendance Graph
™ Show Instructing
" Since Promtion
% PastVear

W Show &l Styles

Mote: Sezzion value iz not actual | 1 0tal sessions |59

classes attended but is adjusted
ExXIT according bo walue For class type.

Style Attendance
Percentages

Note: if you use tharchivefunction toremove data from the database Instructing and assistant
details are removed but class attendance details will be transferred to unspecified classes.

The Page32of 163



Rull Contact
Software

&

Weekly Attendance Graphill list

QLB ADMINISTRATCR
UssRQUDE

Copyright 1999 i 2012 ©

Class Type Percentaggsphs the

attendance over period for each week;

percentages of each type of class attended in

f SAISYR

AK26AY 2000 MEI NI 6aPR Giagh. & 2

the 14" week of 1999. If show Instruction is
selected then Graph will show instructing and
assisting details also on this graph.

Number Classes Attended for Week Number Each Class Type Attended

6

B Black belt
[closed olass)
13%

OCombined

ack/Brown/E

reen
20%

Class Attendance

FUNCTIONReports classes amdembers 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
membess in class and summary statisticsrdémbels attending.

Attendance for (12 Weeks / Year / All Programs)

FUNCTION: K2ga | GdSYyRIyOS F2NJ SI OK Of ;lbyaMonthifér LIS 06 &

i]

G &Sk NE. NS L2 NI
USE: This report provides a snapshotmembed Q F 6§ G Sy Ry O0OS FT2NJ (1KS
in an easy to examine way to look at attendance patterns, even for large numbers of
membels 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.

Since Grading Tatal for Weekly

Grrade Shedent Graded (months) Classes Aug Sep Oat Nov Dee Jan Feb Mz Apr Moy Jun  Jul Tex  Average
1= Eya L1 312 Wal hew Bullazzwvali 2404099 2] B 2 [ T g 0 g o 4 | 12 ] . rr
271 Dalanes Pearsan 20439 2] a2 1135 125 16 3.4 a9 143 9 12 11 9 11 T 134.5 269
274 Ananda Findly 24039 2] ¥ 6.3 a 11 10 3 13 a q 1 " 10 § 110.5 217
212 Wary-Elen Eauken 2amMa39 2] Ba 7a i) a d a 3 g " a3 a 1aa b §5.5 (N1
26 Daugkrs Bulasavali 260599 2] =] 51 4 G 9 4 10 7.8 T a5 a a B - | (-3

On this report the value of each session type is taken

into account. So this is not actually the

number of sessions thmembers have attended but the number of classes this count as for
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grading purposes. Togetacodthf (G KS ydzYoSNJ 2F Of I aasSa a
telLISaé¢ aONBSy (G2 M T2N) SOSNR Oftlaa GeLlsSo

Graph Total / Style Attendance

FUNCTIONDisplays graph of total attendance for all classes, a specific style or specific class type.

USE: Looking athis 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.

Number Students Attending Classes (past year only)
1200

1000

400

200

1999.03 -
1999.05 -
1999.07 :
1999.09 -
1999.11 |
1999.13 :
1999.15 ]
1999.17 4
1999.19 4
1999.11 :
1999.23 :
199925 ]
1999.27 -
199929 -
1999.31

____________ @ 5 to Syrs old class H Beginner 0O Beginners.Blue
Hay O Beginners/Self Defence B Black belt {closed class) O Black/Brown/Green
""""""" B Blue Senior OBlue/Yellow B Combined Graded
B Combined Kata OMeditation 0O Self Defence
] Sparrin‘g H Tigers Blue m Tiqers Blue/Yellow
- Trmrn Prnnn D = Timrn Wl 1 Uriine S

The above graph shows all attendance dcsingle 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

FUNCTIONProduces a report containing a matrix wittembeis on one dimension and classes for
the week on the other.

USE: If you are not able to entemembers 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 reportneeds to produce a matrix with th@membeis on one dimension and classes on
the other, the processing of data for this is quite conxded as a result this rept often does not

w»
c

[atN
A
e al

LINE@ASE O2NNBOGte a2 AGQa | ROA & A nalexhatthsy R R A N

report only caters for 20 classes a week.
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Instructors + Assistants
FUNCTIONDisplays report of Instructors and assistants for a $getperiod.
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-Jun98 to 27Sep98
Grade ID Name Instructed Assistantl 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
Totals for Grades 0 0 43
Enrolment Numbers / Percentages / Leaving by Grade
FUNCTIONDisplay graptof members enrolment information
USE: Here you can see at a glance: Yourrent enrolment, how manyembers have

enrolled and how many have left each month / quaréesra number or percentage, or
see howmanymembesrs 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 mamgembers where enrolled based on their start and stop records,

this can take some timso you are prompted if you would like to calculate this when you open this
report.
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Number students starting or stopping
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¥ Show number training

QB ADVINISTRATCR
UsRQUDE Copyright 1999 i 2012 ©
Style: |Seido Juku Karate : Period: |Quarter Data: | Period Start |Stop | Training <
2009.02 9 3 50
Age Group: [[BE] [+ From: [ 2001.01[+ 009.01 |7 2 |4 -

100
80
60
40
Ja
20
2 é%z,; é%z% éo%,) é%eow J%L?o éoo‘f% é%vro écbvr% 900@0 é%@qr é%or,) éo%?,) ‘%aé é%%(&é%’,, é%q’%vb‘?
40
—_+_Change = Start Stop Training - - - -4per. Mov. Avg. (Change) |
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Members i

View Member

Alter member
Member Motes

Add Member
Activate Member
Deactivate Member
Leads and Prospects
Member Report Card
Starting / Stopping
Birthdays

Contact details
Member Id Cards

EFE T oERMT NRP

Mew Members

View Member

QLB ADMINISTRATCR
UssRQUDE

Member menu

Copyright 1999 i 2012 ©

The functions under th&lembermenu give you the ability to enter

and maintainmemberrecords.

This includes reporting amembe@ Q

membercards.

FUNCTIONDisplaysnembea Q RSGI Af a | &
related tomembers can be accessed from.

USE:

g St

aA0 RRidg Af a

& LINEQJARAY 3

If you are dealing witla members for anything you can do it throughis 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 locatenemberrecord again. At a quick glancewocan see all a

members basic details on this screamse this screen when serving a customer

:{‘ View Member Details x
Member Details | Mermbership + Training | Custom details I Marketing| |Ipdate Member Details
Member D ’_m Current bember MEWIbETShip Details Update Membership
Mame: | Tessa white [+l % Payee Name |[Timothy O [=l )
Receive Fees
Sex Female - Member Type DD 88 =l
\‘ Fecaord Sale
[a]u]:] 11-Jun-E7
Age 24 o 1A | Accounts
Training Fee | $88.00 Due | T1-Maw-11 Show Paymentz
ey [imatheli Yiew Attendance
members on
Address |1 B/14 Elcho St Membership ST T——
|Newt0wn il |322D Start Date | 14-May-10 Stopped | Scheduled Promations
Ph. Home . .
Wk J Trammg Details Promate tember
T YT T — E Shyle / Program Active  Grade:
Mobile 0401241733 | Shimodo Karate Ve dth Ky Pramation Hiztaom
e-mail [thiEhotmail com Self Defense Yes ~ Seriior
Skype I whA ez Dbte!llgi‘._j;g.n tember repart
Comments Add | | Stop | [ Incentives Member Motes
Clazswieek: 0.00 Last clags: 10-0ct-11
Manage Agreements
Attendance
Meszage S Enter Attendance
B Aianbniedks Card printed:17-Jun-10 re-print Exit |
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Insert / edit pictures
¢2 AYaSNI I LAOGAINBE Of A0l Ay (GKS a/tA0] 02

There are several ways to insert pictures.

1 Using Microsoft Photo Edito to use this select Photo Editor as the default tool to insert
pictures. Go to "FileOptions" and select theMemberPics" tab. Check the Use Microsoft
Photo Editor to edimemberpictures option(Note: This is the simplest way to manage
inserting plotos 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 "St@dntrol
Panel".

0 Use Add Remove programs option.

0 Select Microsoft office and update install.

0 Locate Microsoft Photo editor and indt& (this is under accessories).

1 Using Another program:Unselect Photo Editor as the default tool to insert pictures. Go to
"File- Options" and select theMemberPics" tabUncheck the Use Microsoft Photo Editor
to edit memberpictures option. If ya have the viewnemberscreen 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. Selectimgtmap will open a blank picture in windows Paint as shown.

Microsoft Office Access @l-z—hj 4 Bitmap Image in View Student Details - Paint

Object Type: File Edit View Image Colors Help

@ Create New Adobe Acrobat Document 1

e R — SmRrw [ [ [ L
Create from File Microsoft Clip Gallery = & [ ]

Microsoft Equation 3.0 Display as Icon F &
Microsoft Graph Chart 4
Microsoft Office Excel 97-2003 Worksheet : 4
Microsoft Office Excel Binary Worksheet >
Microsoft Office Excel Chart h b

Inserts a new Bitmap Image object into your document,

5] £

(5

o /
L

=

%

Ly tFAYy(-talSEF BOGTF NBOWRRA&E (KSy f20F0S GKS LA O«
LIAOGdzNBE f 2FRa Of A0l 2FF GKS LAOGdAINE G2 02Y
wS a Al Sk {rdsiSedhe pittuyeRo be the appropriate size.

91 Paste from ClipboardThe third option is to paste from the clipboard. Start the program or
utility you wish to use t@dit / managememberphotos.Copy the image to the clipboard
using the cut / copy furton within the program. Open the viememberscreen, right click
in the picture area then hold the <shift> key and press <Insert>.

NOTE: ensure you reduggmberpictures to the size of the box they insert to or they will make

your database grow very aekly. 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 aemberyouwish to store omeed to remember enter it in the
comments field. There is no limit to the length of ssages in this fielJdo expand these

comments double click in the comments btixyou keep detailed training plans or other
informationin a standard format you can set this up in a standard document then copy it to club
administrator or copy from anotlremembers 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 messadstandard
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 thenstard 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 aledd when a member they need to see attends.

Training Details

. oA, p e oA Training Details .
C2NJ UKS adadzt A {ueft S k t 2F 0
application show you see a list of the styles / program Bicets Bl ity
that thismemberis a member of. For activeembers Obtained: 05-Aug-01
you can add or remove from this list aequired. Classfwieek: 0.00
Shownis the format displayed in versions that do not Last class: 21-Nov-01
cater for multiple styles / programs. W e e e
Custom Details
Membership + Training| Custom detais | Marketing In Club Administrator you can set up as many custom fields as you
Schoo i orl] require to store details about members. To set these up see
T [ W| 2 dzpibgy/ IR G2 YAT SQo
[oncrew andKell
o — | Clicking the custom tab shows all the custom fields set up for
pedesinoe? = members. You can then enter this information for the selected
Joined for 1 member.
e mn,
;':i:::;m =] If there are more than 10 custom fields set up click next page to see
| =] the next 10.
Past Experience
|Years Ex=perience
First &id T raining
page 1 of 2 Mest page
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Marketi ng tembership + Training | Custom details | Marketing
Tracking how people find you is critical in any member
based organization. The marketing tab shows / allows you Marketing Results

to enter / maintain, how people found you.

How they found us:

Yellow Pages
Student Referral [735] Oliver Broughton ; $50.00

If they indicated more than one source these can be
stored.Where they have been referred by a meerlihe
member can be recorded and if a referral payment was
made this is also displayed.

Available Functions

UpdateMemberDetailstakes you to theAlter memberdetailsscreen.

Update Membershipakes you to theJpdate Membership detailscreen.

Receive-eesakes you to theReceive Training Fessreen.

Record Saltakes you to theSalescreen so that stock can be sold to seleateeimber.
Accountgake you to theAccountsscreen wheranemberaccounts are managed.

Show Paymenttakes you to thdPayments g Memberscreen where all payments loyemberare
reported.

View Attendanceakes you to theMember Attendancescreen where you can cheokembeld Q
attendance.

List classes Attendatisplays report of all classesemberhas attended within entered date
range

Scheduled Promotionsikes you to theéscheduled Promotionscreen, to managmembers
promotion schedule.

PromoteMembertakes you to thdPromotememberscreen.

Promotion Historytakes you to thé>romotion Historyscreen to view / edit promotion history.
MemberReportformats amemberreport for the selectednember.

MemberNotestakes you to theMemberNotesscreen for the selectethember.

Manage Agreemen®Dpensthe Manage Agreementscreen for the selecteember.

Enter Attendance®©pens theAttendance Ent screen for the selectetflember.

Print now / reprint this opens théVlember Cardsscreen with the curreninembernumber loaded
ready to print.

Alter Member Details

FUNCTIONProvides ability to updatenemberdetails including promotion level details.

USE: Perform updates tanembed Q NBX O2NR& a4 NBIjdzZA NSR® / 2 NNE
you have a program whemaembels can go up and down grades then perform these
updates from here also.

DisplaysMembers details. If entered directly from Menu théwembernumber or name can be
entered. This provides the ability to alter theembeda Q@ O2y I O FyR 20KSNJ 3§
entered is validated as whanemberis first added ilrAdd Member.
Also provided is the ability to alter treembers GradeAge Goup and Date Last Graded.
These functionsre designed tde used to correct errors in addimgembers or Promoting

The Paged0of 163



& Rull Contact QLB ADMINISTRATCR
Software UssRQUDE Copyright 1999i 2012 ©

members. You should use the promoteemberscreen to promotanembers. These dinctions will
correct related data in the database however iedsncorrectly unexpected results may occur.

;3‘, Alter member details ot S
tember 1D avE : Current Mermber Sk 4 Plamet
Mame: | Tessa'whits [=] J Shiryodo Karate []
M b Details Clagzes credit since promotion
ember Leta but not entered: 1]
Mame | [=] |Tessa ['wbite
Member Mo, 76 Adter Mierbet b Incentive Programm member T
= F [+ Promotion level
Dae T1-Jun-87 Only uze this function to comect
promotion ermors. Promotion of
Address 15414 Elcha 5t. members should be dane with
‘Promate bember’ screen.
City/Suburb [Newtown = Change Grade
State o : poztcode | 3220 from; | 4th Kpu
Phone Home I Privacy Request to: |4th Kyu =
wlark, Change age group
tobile 0401241789 from: |5 enior
email [thwizhatmil com to: |Seniar [=]
i [ WoBuk5MS T MoBulk email Change Date Promoted
Skype fram: 13-Aug-11
Carmrments bo: 13-Aug-11

Exit
Meszage |F'Iease zee desk about pour next prnmnE g
Start D ate 14 ay-10

b

Add member

FUNCTIONAddsMembers to database.
USE: Enter newmembers to add them to Database.

To addmemberfollowing fields must be entered first: other fields are optional:

Member Detailsc¢ Name, DOBnd Sex.

Membership Details; You must enter the membership type unless you are addingrtemberto

'y SEA&GAY3I FlLYAfte YSYoSHamwELSngy o dAKEOK OKSE &
from the provided list the primary person on the membkip you wish to add them to.

Initial Training Detailg; 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 tred from beginner, if it is the grading dasbouldalso be entered.

hyOS @&2dz O2YLX SGS (KS ADDSTUDEKTéou @ay nolv Kekpéeseat€@iNs S y
couple of screens:
T LT AYy-oplidh®Y TWNPASISA Yy I Q (6 @&2dz Kl gdfen@ies O1 SR (i ?
addingmembesrs this will be presented to you first to select the lead source(s) for this
member.
1 If the memberis on a Contract payments membership you will be presented witlttiter
Contractscreen prior to the receive training fees scre&tou will now need to generate
their payments by clickingenerate payment due datesdter checking details are correct.
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f TK Srecéive trainingfeeds a4 ONB Sy @ | 2dz Ol y mdmbeis Seeblfall duSif R (i &
this is required and receive any init@ayments. If thanemberis on an external payment
membership type initialraining feepaymentcan be receivetty Ot A OQVERRIDE &

EXTERNAL PAYMENTS

A Add Member

Member Details Membership Details
Member D 1018 Add to Existing
Title Firsthame Sumame
Mame [ [ ||Lecrie |Ellict tembership type  |Cash - Gold =
Sex F :
CLoe 13-0ct-89 hge 22
Address 12395 Pigdons Rd Fee Period
Training Fes [ $464.00 [16wesks [«
Citw/Suburb |Waum Ponds IZl Affiliation fees | | El

State m postcode W
Fhone Home I—
Phone whork I—
Phone Mobile [

Inital Training Details

email | Style / Program: |Shil_l,n:|du Karate El

Skype handle l— Start [ ate: ,m @

Camments Curent Grade: |Beginner L= | |Senior =
‘ Clazzes completed: ,Di Incentive

Meszage | (=] [ E P;noegrhirgr =
Add Member ‘ *iew last added ‘ Cancel ‘

If you wish to alter the details of thmemberfurther or simply check that all looks correct this
memberOf AV@W lasiAddedl 2y OS @& 2dz | NB NI MezikadfSrBen andl yolil KS A
will be taken to theViewMember Detailsscreen.

Marketing i lead sources
FUNCTIONRecord 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 opendiectly, go to the viewnemberscreen and select the marketing
tab, then click view/edit. Or ihthe W F-dpfioBsY I NJ SGAy3IQ (I 6 &2dz KI @
marketing screen when adding
membesrs this will be presented to

(0p))
O«

Marketing results tracker

1 Title Firstname Surmame Action Date
you first to select the lead swce(s) e i T

for thismember,
In this screen select the lead source(
from the list, these can be maintaine |

Select how they found you [1 or more]:

Advertizer - Campaign Referral Referal source

Dojo Signz

* Referal from student

@ 7\ I l.,l K S' mg\ Mj )\}/ééfsy' StudentID:| 848E| Current Student
Info Pages
screen. Other Referral # recommendation | Yes Narne: |Sophie Driscall =] %
Fioneer Ad Sign
Small Signs lzzue Referal Reward: $50.00
A Student Refenal hs
If aMemberReferral is selected then | = {rawree= " Other referal
you can also enter a referral reward.
A referral reward accountivbe || 0 e o |
created automatically if thenember ’ J
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