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Introduction

There are four levels to the RegistrationWerks software: Program, Category, Course and Class. You have the
ability to reuse the first three levels with each of your seasons/semesters/brochures. The Class level has the

details that are specific to your class. (i.e. the class date, time and actual registrations).

In the example below, the Programs (Community Education and Summer School) contain multiple Categories,
the Categories contain multiple Courses and each Course contains multiple classes; each with a variety of

dates and times.

RegistrationWerks Model

Level1
Programs

Level2
Categories

O 00

Level3
Courses

Level 4
Classes

Community Education

Summer School

Adult Youth Aquatics Math Science
Adult Health . s Bicycle Agquatics | Lifeguard 5 o
v ] = = £ 3 Biology 7
& Fitness Aerobics Mad Science Safety Levell | Trainingl Algebra Geometry £y Physics
Monday, . Monday, | [Wednesdays [ Mon, Wed Monday, | | Thursdays | Mon, Wed
Wadnasday h;f‘llbg“o‘;i"i Wadnasday I\g?bguoe;ied 10/16-1124 | 10/1-11/10 Wadnasday I‘g‘f‘l‘bg“oe;‘i“ 10/16-1124 | 10/1-11/10
1:30-3:00p.m. T 1:30-3:00p.m. T 1-2:30pm | 6:30-8pm. 1:30-3:00p.m. T 1-2:30pm | 6:30-8pm.
Tuesday, Mon, Tue, Wad Tuesday, Mon, Tue, Wed | | Saturdays | Saturdays Tuesday, Mon, Tue, Wed Fridays Thurs, Fri
Thursday 10:30 am.— Thursday 10:30 am.— 1/7-2227 | 10/7-1121 Thursday 10:30 am.— 1/7-2127 | 10/7-1121
9-10:30am 12:00N 9-10:30am 12:00N 9-10:30am |9-10:30am 9-10:30am 12:00N 9-10:30am |9-10:30am
Wednesday, Wadnesday, Wadnesday,
Friday | Mon, Tue, Wed Friday | Mon, Tue, Wed Friday | Mon, Tue, Wed
9-10:30am | 2-3:30pm. 9-10:30am | 2-3:30pm. 9-10:30am | 2-3:30pm.




Getting Started

When you arrive at your RegistrationWerks site you will be asked to log in. You will be provided with a
username and password. These fields are not case sensitive.

RegistrationWerks Login

Instructor

User:
Password:
./ Login
Enter your User name and Password.
Click the Login button.
Menus |_Main__Setup |
The menus are located on the left hand side of the screen or | © Add || [J Delete | | jm || 1. | | [Building
along the top tool bar. Both Menus will take you to the same Main | —
screens in the software; you just have the choice of which . High School
navigation you prefer. Schedule p——————
. . = Reservation Middle School
If you prefer the left hand navigation you can toggle between & usage Requests N .
the Main menu and the Setup menu. By default the . o S
. . . iol  Building Pond Road Middle Schog

application opens to the Main menu. To go to the Setup @ s charon Elermentars Scho
menu click on the Setup menu at the bottom of the screen. . pace ‘

¢§, Group

Question Profile

@ Course

[ dass

:J Manager

i

Person

5 |! Setup




Add / Edit / Delete
Adding an Item

Main  Setup

I_oAdd 'Iuoektojk'!"tl,,)k[(:oumlﬁﬂc v “

You can add as many items to the tables as you need. To add an item to any of the tables (except class), click
the Add button in the upper left toolbar while at the table you want to add the item to. Enter the required
information and click Save.

Program - [NEW]

Name: * Summer School

Description:

(), Print # cancel | Save

In the example we show Summer School being added to the Program listing.

Editing an Item

To edit an item double-click on the item in the list that you would like to edit. The item will open a new window.
Make any changes you would like to the item and click Save to save or Cancel to cancel without saving any
changes. Saving or canceling will return you to the table listing.

Deleting an Item

Main Setup

) Add I ¥ Delete lI - 2. | | [Course]Titie v n

We highly recommend that you do not delete items from the tables. The items in one table are often tied to
items in another table. If you feel that you must delete an item, you will highlight the item in the table and click




the Delete button. A dialog box will pop up to confirm your deletion. To complete the delete you must click the
OK button at the confirmation.

Setup Menu

Main Setup
L©A% | (oskate || 8| 8y | (Sutmpitome > s . . . .
ot P Address = e The Setup Menu contains navigation links to the tables
B schede e o o needed to build the basic structure of the software.
— pegchon fossolysiieTs = Each of the links will be described in greater detail
&3 Usage Requests Parkeay Fleamentar, 10600 Lyndale Ave. § e
- Buiddeg Pond Road Mddie Schaol 130 Dond Road ~ beIOW
a Space Sharon Blamaentary School 234 Sharon Road N
N cow
[ Question Profie Setup
B coune
L‘_’ o g) Fee Class
‘f , Account Code
Space Type
& Group Type
[j Program
[j Category
E Topic
ﬁ User
%7 Options
zu/ Contracts




Fee Class

Fee Class is used in our facility scheduling functionality. Fee classes are created to differentiate rates for
space usage. The Fee Class table comes with 3 default Fee Classes pre-loaded for your use, School and Non
Profits, Churches plus and For Profit Types. You can add as many Fee Classes as you need. The Fee Class
options are only used with facility scheduling.

Main Setup

| €) Add il ﬁ Delete Il i) J | (2] || v | n
Main Name
Setup Class 1 School and Non Profits

Class 2 Churches plus
Fee Class

Class 2 For Profit Types
Account Code

Space Type
&

Group Type

J Program
J Category
O

Topic

User
Options

Contracts

Class 1 School and Non Profits

School Groups, local non-profit youth groups, local non-profit adult organizations (except for non-profit
groups in Class IlI) and government units.

Class 2 Churches Plus

Organizations conducting religious activities; adult non-profit groups which charge admission or sell
merchandise or generate a crowd of 200 or more; non-profit, non-local adult and youth groups, and
colleges and universities.

Class 3 Pure Profit Types

Commercial and Profit making organizations.



Account Code

Account Codes are used to track your transactions in the RevTrak web store. Each registration transaction in
RegistrationWerks must have an Account Code assigned so that the transaction revenue is properly reported
in the RegistrationWerks and RevTrak financial reports.

Account Codes created in the RegistrationWerks software will automatically be created in the RevTrak
software the first time they are used in a transaction. If an account code already exists in your RevTrak
software, you will need to identically create it in your RegistrationWerks software.

Main Setup
© Add 1Y Delete - ' [Accoun t_Code]Short Code v ]

Main Short Code Full Code Description

Setup Adult CE 12345678910 Adult Community Education

Jensen

Account Code - [952]

U
i

Short Code: * Summaer School

Full Code: * 987654321

Topic Description: Summer School music, sports, biclogy and science.

*K Cancel kd Save

To create an account code you will need a Short Code, which can be a title for easy recognition on reports,
and a Full Code which will need to exactly match the corresponding code in RevTrak. The Description is
optional but allows you to clarify the code and what it should be used for.

Space Type

Space Type allows you to categorize your Spaces by type. For example, Rooms 102, 103, and 104
would be separate spaces each having the space type of Classroom. In another example, the school
might have a gymnasium with two spaces; Court 1 and Court 2. Both would have the space type of
Gymnasium.



After adding the space types, you are able to use the types to narrow searches for rooms or reports.
You are creating space types that will populate the space type field on the Space table. You will build
your actual spaces in the Space table that is located under the Main Menu.

Space Type is used for facility scheduling. If you are not using the facility scheduling features of the
RegistrationWerks software you do not need to create space types.

Group Type

Much like Space Type, Group Type will allow you to create categories for your groups. After creating group
types, you will have the ability to sort or search your Groups by type.

10

Programs

Please see the links below for activities and classes.

Athletics
Elementary School Athletics (1)
High School Athletics (3)
Middle School Athletics (1)
Community Education
Adult Enrichment (6)
After School Classes (0)
Aquatics (5)
Cooking (1)

- Early Childhood Family Education (2)
- Gymnastics (0)

Music (0)

Youth Enrichment (1)
Summer School

English (2)

Fine and Applied Arts (0)

Mathematics (5)

Reading (2)

Science (1)

You are creating group types that will populate the
Group Type drop down field on the Group table. You
will build your actual groups in the Group table that is
located under the Main Menu.

Group Type is used for facility scheduling. If you are not
using the facility scheduling features of the
RegistrationWerks software you do not need to create
group types.



Program

A Program is the highest level of the software's overall structure. Programs are used to group Categories,
Courses and Classes. You must first create Programs to populate the drop down menus that are required to
create the Categories, Courses and Classes.

When you add a program, you must give it a name. The Description field can be used to add a more detailed
explanation of what the program includes.

Also from the Program screen, you can enter a Reply To email address for emails and receipts sent from the
program's registration. If you leave this field blank or more than one program is represented, the site-wide
Reply To email address is used.

You can choose a Question Profile to attach to a Program. When a user registers for a class under this
Program, the software remembers the last values as defaults for the next registration.

You can add an Invoice Logo so different logos will show on an invoice per program. The logo defaults to the
site-wide logo if no logo is stored at the Program level or if more than one program is represented. Check
whether or not you want to display the Federal Tax ID on reports.

L Notice, in the below example, how
Program - [746] the text you entered in the
Description field appears on the
web store when the user hovers
the mouse over the After the Bell
program name. A window with the
description is displayed.

Name: * After the Bell

Reply To: melissa@villwerks.com

Question Profile: | Test123 v |

Invoice Logo: http://blogs-images.forbes.com/ericsavitz/files/2011/05/apple-lc
Recommended logo size 300x180

|| pisplay Federal Tax ID

Description: After the Bell is the district's after school program, is available
for students Kindergarten - 6th grade on all elementary
campuses.

This program provides students a safe, well-supervise
environment reinforcing academic skills and incorporatif
activities--including games, art projects and homework
under the direction of certified teachers.

In the above example, After the Bell is a Program that contains one »grams
Category — Landry Elementary. Each Category has the number of
Courses attached in parentheses. When a user clicks on the

Category, they are taken to the Course listing page, which also shows ‘“Eizé?y‘*;?f',iﬁe, e e

Anytown Ci program, is available for students

the IndIVIdLla/ CIBSSGS that are avallable under 880h COUI’SG Afterscho Kindergarten - 6th grade on all elementary

Aquatlc G campuses.

Youth Enr This program provides students a safe, well-
Before_and supervised environment reinforcing
AM Kids C academic skills and incorporating fun
Lincoln Tr activities--including games, art projects and
Sagamon homework help under the direction of

County ROI certified teachers.

Basic Computing (1)
Registration

1se see the links below for activities and classes.

11



Category

A Category is the second level of the software's overall structure. Categories are used to group
Courses and Classes. For example, a Summer School Program might offer several different Math
Courses (Algebra, Trigonometry, Geometric Structures, Statistics and Calculus) each with multiple
classes that vary according to the times and dates that they are offered. The Category is a broad
representation of all of the Courses and Classes that pertain to it.

Category - [55]

Program: *
Name: *
Conf. Email:

Description:

| Community Education v

Enrichment

julie.stramer@regwerks.com

Our Enrichment Program offers challenging and enriching courses for
academically talented students in PreK through grade S.0ur research-
driven courses, outstanding instruction and the camaraderie of
learning vith like-minded peers make this the place to be!

You must first create
Categories to populate the
required drop down menus
needed to create the
Courses and Classes that
will fall under each
Category. When a Category

l.“!“ Print J

is added, you are required
to select the Program that it
falls under and give the
category a Name.

| K Cancel ) | led Save |

Two other options are available at the
Category level; Conf. Email and
Description.

Enter an email address in the Conf.
Email field. When a user registers for a
class that falls under this category, a
confirmation email will automatically be

sent to the address or addresses listed.

12

From: Demo School - Stramer [emails@regwerks.com]
To: Julie Stramer

e
Subject:

Sent: Tue 9/20/2011 11:12 AM

Registration: Drivers Ed

Registration: Drivers Ed
Class Number: 2011DE-AM

Order 10023003 placed: 9/20/2011 11:09:41 AM
Ellen Becker

Parent/Account Holder:

Ellen Becker

555 York

Mpls MN, 55412

Email: ellen becker@gmail. com

Home: (612) 456-7896

Grade: 11

Will vou be payingth full amount or just the $165.00 deposit?: Deposit Only

Amount Paid: $165.00




The Confirmation Email contains all of the detailed information relevant to the registration including
answers to any questions that have been attached to the class.

If you would like the confirmation email to go to more than one person, enter multiple email addresses
using a comma as a separator.

The Description field can be used to add a more detailed explanation of what the category includes. Text
entered in this field will be displayed on the class listing of the web store beneath the Category name.

Enrichment

Our Ennichment Program offers challenging and ennching courses for academically talented students in PreK
through grade 9.0ur research-driven courses, outstanding instruction and the camaraderie of learning with
like-minded peers make this the place to be!

Adult Health and Fitness
If you are new to exercise or have been away for awhile, join us for a fun, easier paced workout to help
you gently rediscover health and vitality. Class format is designed to impr...

Number: Date: Day(s): Time: Topic(s):
A2-3684 1/12/13-1/26/13 Sa 9:30a3-11:00a Fitness
Health and Wellness

Aerobics

Think of aerobic activity as being long in duration yet low in intensity. Aerobic activities include: walking,
biking, jogging, swimming, aerobic classes and cross-country sking. ...

Number: Date: Day(s): Time: Topic(s):
E1-3652 5/2/13-12/12/13 Th 3:00p-7:00p Fitness

Get Out of Debt, Adults

You can pay off your consumer debt, credit cards, car payments and other expenses in 1-3 years and
your 30 year mortgage in another 3-4 years. Do this on your current income. Learn...

Number: Date: Day(s): Time: Topic(s):
wii2 1 2/14/12 Tu 6:30p-9:30p Financial Planning
wIi2 2 4/17/12 Tu 6:30p-9:30p

13



Topic

Topics are links used to cross-reference Courses on the website. They are initially displayed on the Class

Adult Enrichment
Adult learning education

Adult Health and Fitness

If you are new to exercise or have been away for awhile, join us for a fun, easier paced workout to help

you gently rediscover health and vitality. Class format is designed to impr...

Number: Date: Day(s): Time: Topic(s):
A2-3684 1/12/13-1/26/13 Sa 9:30a-11:00a Fitness

Health and Wellness
Aerobics

Think of aerobic activity as being long in duration yet low in intensity. Aerobic activities include: walking,

biking, jogging, swimming, aerobic classes and cross-country skiing. ...

Number: Date:

Day(s): Time: Topic(s):
E1-3652 5/2/13-12/12/13 Th

3:00p-7:00p Fitness

Get Out of Debt, Adults

You can pay off your consumer debt, credit cards, car payments and other expenses in 1-3 years and

your 30 year mortgage in another 3-4 years. Do this on your current income. Leam...

Number: Date: Day(s): Time: Topic(s):
wii2 1 2/14/12 Tu 6:30p-9:30p Financial Planning
wi12 2 4/17/12 Tu 6:30p-9:30p

Microsoft Excel for Beginners

Having problems tracking your expenses? Learn to set up a simple spreadsheet with formulas. Use
conditional formatting to draw attention to exceptions. Also learn how to enter, edi...

Number: Date:
X1-36 12 1/16/12-1/30/12

Topic(s):

Day(s): Time:
Mo Computer

6:30p-8:00p
Pottery Advanced Wheel Throwing

Join us for 8 weeks of advanced creative pottery wheel throwing. Where you will use 100 pounds of clay

to create your very own works of art.

Number: Date:
A2-36 13 3/4/13-4/29/13

Topic(s):

Day(s): Time:
Mo Arts and Crafts

6:30p-7:30p
Pottery Basics

Learn how to create your own pottery by joining this beginners class on wheelthrowing. You will learn the

basics of handling clay and how to use the wheel to create bowls, mugs and...

Number: Date:
Al1-36 13

Day(s): Time:
6/4/13-6/27/13 Tu, Th 5:00p-8:00p

Topic(s):
Arts and Crafts

Listing under the Category that the user clicks.
To illustrate this, the following image shows the
Course list for the Adult Enrichment Category.

Only the Courses that fall under Adult
Enrichment are initially shown in the list.

Notice that 'Fitness' is used as a Topic for two
of the classes displayed. If the user is
interested in seeing all of the classes that have
anything to do with fitness, they have the
option to click on the Fitness link. The view will
change to include ALL of the classes that use
Fitness as a topic, regardless of what Category
each falls under.

Notice in the image on the right, a list is now displayed
containing only the Classes using the Topic of Fitness
from all of the available categories.

Each Course can have two topics but they are not
required. To show Topics on the web store you will
need to create topics, go to the Setup Menu, Click on
Options, check the Topic checkbox under Column
Setup, then Save your change.
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Activities & Classes Matching Your Criteria

Adult Health and Fitness

If you are new to exercise or have been away for awhile, join us for a fun, easier paced workout to help
you gently rediscover health and vitality. Class format is designed to impr...

Number: Date: Day(s): Time: Topic(s):
A2-3684 1/12/13-1/26/13 Sa 9:30a-11:00a Fitness
Health and
Wellness
Aerobics

Think of aerobic activity as being long in duration yet low in intensity. Aerobic activities include: walking
biking, jogging, swimming, aerobic classes and cross-country skiing. ...

Number: Date:
E1-3652

Day(s): Time:
5/2/13-12/12/13 Th

Topic(s):
3:00p-7:00p Fitness

Aquatics Yoga

This class allows you to experience Yoga in a new way. Are you scared that you're going to have to
strech till you burst? This class allows you to go at your own pace. We will focu...

Number: Date: Day(s): Time: Topic(s):

13-100 11/14/11-5/18/12 Mo, We, Fr 10:00a-11:00a Fitness
Health and
Wellness

Cheerleading Camp

Be all you can be at cheerleading camp! Both beginners and advanced cheerleaders will be challenged!

Number: Date: Day(s): Time: Topic(s):
WI10C2 2/5/13-2/28/13 Tu, Th 4:30p-6:30p Athletics
Fitness

Monthly Membership

As a Cresco Fitness member, you are entitled to a host of benefits. Get started on the right track, or
shake up your current routine. Launch your fitness program at a convenient, m...

Number: Date: Day(s): Time: Topic(s):
December 12/1/11-12/31/13 Su, Mo, Tu, We, Th, Fr, Sa 5:00a-9:00p Athletics
November 11/1/11-11/30/14 Su, Mo, Tu, We, Th, Fr, Sa 5:00a-9:00p Fitness
October 10/1/11-10/31/14 Su, Mo, Tu, We, Th, Fr, Sa 5:00a-9:00p

September 9/1/11-9/30/13 Su, Mo, Tu, We, Th, Fr, Sa 5:00a-9:00p




User

The User window allows you to create users and manage user permissions. Double-click on an existing user to
edit the user permissions or click the Add button to create a new user. You need to select if this will be a User
or a Group. Ifitis a user, enter First, Last name, Email address, Username and Password. If it is a group,
enter the group name. By default, every new user has full permission to everything within the software.

There are options to limit user's access to Tables, Categories, Reports and Buildings by un-checking the
corresponding check boxes. You also have the ability to prevent users from giving Credit Card Refunds or
accessing the web site Options page. In addition, you can make the user Active or Inactive. You can also take
advantage of the All or None buttons to add or remove all check boxes if you would like to start with a clean
slate.

Tables

Tables refer to the menu items that appear on the Main and Setup menus. To remove a user's rights

to View, Add, Edit, or Delete items within your
system, uncheck the corresponding check boxes
peerTvesswiteer L Grewe under the Tables tab.

First, Last: * John Doe

User - [NEW]

Email: * jdoe@email.com

Username: * jdoe

Password: * | ¥FEEEE [V] Active

In the example, we've removed John's ability to Add, Edit
or Delete user permissions, therefore preventing him

Phone:

V| Access Credit Card Refunds [V/| Access Site Options

: - from giving himself or others access to things they should
Tables Categories Reports Buildings
not have access to.
| Al | None |
Yo | S0 | S [ Sohee [T If he attempts to make changes to any user permissions,
4] ategory 4 . .
= = = = the Save button is deactivated (grayed out) so no
M T L L fuser changes can be saved.
v v v v Question Profile
sage Reques ) e . .
MMM M Usage Reauest Additionally, when a user does not have permission to
v [v] v [v] Adjustment L]
0606 RegistrationWerks v40009 2
| ® caq (&) & hitps://yourschoolhere.facilitywerks.com/admin/Flex, acilitywerks htmisessionid=4125 e | (8- Google Q) (] (D) (&)
view certain information in the
software, a screen message will be
displayed telling them that they do
not have permission.
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Categories

The Categories that are created from the Setup menu will automatically populate the Categories tab on the
User screen. Uncheck any of the Categories that you wish to have removed from the user's view.

In the example, Adult Community Education Fitness

and Health have been unchecked for this user.

User - [NEW]
User Type: (») User (L) Group
First, Last: * John Doe
Email: * jdoe@email.com
Username: *  jdoe
Password: * FrEmE [V] Active
Phone:
|V| Access Credit Card Refunds |V/| Access Site Options
Tables Categories Reports Buildings
| Al || None
Show | Category
l!l Adult Community Education - 55 and Older =
‘ﬁ Adult Community Education - Comminuty Events
L Adult Community Education - Fitness and Health
L!J Adult Community Education - Hobbies and Interests
v/ Adult Community Education - Online Courses - NEW!
A4 Y
MJ Adult Community Education - Parent Education

| & cancel || ke Save

When he enters the RegistrationWerks software,
Adult programs will not be visible from the Category
page as shown below. Any Courses or Classes
attached to this category will also not be visible.

Reports

There are over 100 reports available within
the RegistrationWerks software. The Report
tab allows you to grant or deny a user's
access to view and print individual reports.

You may

rosters and attendance sheets but none of the

want instructors to have access to

financial reports. Uncheck the checkboxes to
the corresponding reports to deny access to
the report. The unchecked reports will simply
not be displayed for that user.

In the example, we have given John access

to only th

e Attendance and Class Detail

reports. When he looks at the available
reports, only those that he has access to will

be listed.
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User - [1366]

First, Last: * John Doe
Email: * johndoe@email.com

Username: * JDOE

Password: * FrEEmETEE [V] Active

l!l Access Credit Card Refunds \!J Access Site Options

Tables Categories Reports Buildings
| ANl || None |

Report

Attendance

Attendance Report (Contract)
Balance Due

Batch Charges Report

Class Detail

DRNO0ODON|2
H

Class Revenue ﬂ

| ®& cancel || |l Save




Buildings

The Buildings tab is populated by the buildings you create in the Main menu under the Building item
in the left hand navigation. This tab allows you to grant or deny access to specific buildings within
your institution.

User - [1366]

First, Last: * John Doe

Email: * johndoe@email.com

Username: * JDOE
Password: * FEEEEEEEEE M Active

|V| Access Credit Card Refunds |V Access Site Options

Tables Categories Reports Buildings

All None

Building

High School =
Jenson High School

Middle School

Parkvway Elementary

Pond Road Middle School

ODO0DRDOR g
H

[

Sharon Elementary School

( # cancel j l led save J
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Options
The Options screen will allow you to define the basic look and feel of RegWerks within the public side of the
RevTrak web store. There are two ways to get to the options screen.

From the RegWerks menus choose Setup Menu > Options

In the Left Navigation click the Setup Panel at the bottom left of the window. This will show the Setup
items in the Left Navigation. Now click the Options links in the Left Navigation Menu.

Options

District: | Mel's Testing Site Email: mvill@regwerks.com

Federal Tax ID: 1234-587654 i Enable Parent Portal

] Show Attendance on Tax Statements

Web St... Usage Request Events
Background: r_‘ Link: - Column Setup
e v/, Class Number
Text Color: -_ Link Hover: -_
s i Date
: [ Link Visited:
Alternate: ;J ! [] pays
Alternate 2: r_ RT Get Colors v| Time
v Instructor
Home Page Message: e
L_| Topic
V| Price

Invoice Logo: https://secure.revtrak.net/regwerks/imc

Recommended logo size 300x180

[ #K cCancel | | H Save J

District Field: Enter the name of your district, as you would like it to appear on printed receipts and invoices
(see Example Receipt, District name highlighted in yellow). The text entered here will also appear in the 'From'
field of automatic emails being sent from the software.
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Email Field: The email address entered here will be used as the 'Reply To' field on automatic emails being
sent from the software.

Federal Tax ID: Enter your Federal Tax |d number here. The number entered will appear on printed receipts
and invoices (see Example Receipt, Tax ID # highlighted in yellow).

Enable Parent Portal: By checking this box, you allow the parent portal to be displayed in the web store under
RevTrak’s “My Account” page. This allows parents to go in and make a payment on any class that they have a
balance due on.

Show Attendance on Tax Statements: By checking this box, dates of attendance will appear on the tax
statements.

Example Receipt:

RegWerks Demonstration
TAX ID #: X00-X00-XXKX

Date: 11/16/2011
Method: Check
Reference: # 595959
Amount: $110.00

Bill To:

John Doe
10700 Lyndale Ave. S
Bloomington MN, 55420

Date Description Amount
11/16/2011 Tone Up 2011 A Adult Health & Fitness $110.00
John Doe
10/10/2011 - 10/25/2012
11/16/2011 Check: #595959 $-110.00

This communication is for the exclusive use of the addressee and may contain confidential or privileged information. If you are not the
intended recipient any use, copying, disclosure, dissemination or distribution is strictly prohibited.

© RegWerks Demonstration All Rights Reserved

Other Options settings are grouped under three tabs titled Web Store, Usage Request and Events. The
contents of each tab are described here with examples of where and how each setting appears on the public
side.

Web Store Tab

The Web Store tab contains options for Color Settings, Home Page Message and Column Setup.
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Options Home Page Message:
The 'Home Page
Message:' field is used

to display any additional
Federal Tax ID: 1234-5876394 i Enable Parent Portal information that you

District: |Mel's Testing Site Email: mvill@regwerks.com

would like to add to the

|_| Show Attendance on Tax Statements
Program listing page of

Web St... Usage Request Events your web store. Basic

html formatting tags can
Background: | {iais Column Setup be included to accent
Text Color: - Link Hover:

Class Number the text in different
Alternate: [__ Link Visited:

&
« &

Date ways. Enter the
preferred text in the

1.

Days
e Home Page Message
Alternate 2: (__ RY Get Colors i Time text box and click the
v Instructor Save button.
Home Page Message: RS
¥ Topic
<center>The text entered here vill appear on your —
Web Store Program Listing. You can use HTML for ¥l Price

formatting as shovmn here: For more information on

<h2 style="color:red">Change the color or using html to format text
</h2><h1 style="color:green">size of your g !

text</h1><p> please contact
RegWerks Support at

888-847-9470.

Invoice Logo: https://secure.revtrak.net/regwerks/imc

Recommended logo size 300x180

L # Cancel J LH Save |

The text shown in the
example creates the html formatting for the Program listing page shown in the Home Page Message

ntered nto B text box i

Home Page Messages:

| <center>The text entered into this text box will
appear on your Web Store Program Listing. You can -
use html for formatting as shown here:

<h2 style="color:red">Change the color or

</h2><h1 style="color:green"> size of your text</h1><p>
You can also create a link as shown here:

<a href="http://www.google.com/" target="blank">
Click here to visit Google.</a> </center></p>

Diagram.
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The end result is shown within the red box. Using html you can change the color or size of the text and add

links to other web pages or documents.

Home Page Message Diagram:

21

Click a Category to Start

Activity Registration
|Band Tickets

Child Care

Comm. Ed. Registration
Dance Ticket eForm
Designate Your Donation
Donations

JEvent Calendar

Food Service
Reservation Request
Spint Wear

Student Fees & Balances
Transportation
Yearbooks

Your Family's Fees - IC

Shopping Cart

Your School Here

Programs

The text entered into this text box will appear on your Web Store Program Listing. You can use html for
formatting as shown here:

Change the color or
size of your text

You can also create a link as shown here: Click here to visit Google.|

Please see the links below for activities and classes.

Alumni Membership
Recreation (1)
Athletics
Elementary School Athletics (1)
High School Athletics (3)
Middle School Athletics (1)
Community Education
Adult Enrichment (6)




Get Colors:

Options

District: Mel's

Federal Tax ID:

Testing Site

1234-587694

L Show Attendance on Tax Statements

Email:

mvill@regwerks.com

V| Enable Parent Portal

Web St... Usage Request Events
=
Background: ‘ _! Link: -
Text Color: -‘ Link Hover: -_
Alternate: [ Link visited: [
| ]
Alternate 2: i \ ®Y Get Colors

Home Page Message:

<center>The text entered here vill appear on your

Web Store Program Listing. You can use HTML for
formatting as shovn here:
<h2 style="color:red">Change the color or
</h2><h1 style="color:green">size of your
text</h1>=<p>

Invoice Logo:

=]

https://secure.revtrak.net/regwerks/imc

Recommended logo size 300x180

Column Setup

v

v

v
v

v

Class Number

Date
Days

Time

Instructor

Topic

Price

| #K Cancel ) | led Save |

The Get Colors area on the Options menu allows you to select different colors that will be used for RegWerks

Options
District: RegWerks Demonstration Email: someone@regserks.com
Federal Tax ID:
Web Store Usage Request Events
Background: ‘ Link: - Required Fields:
e Date of Birth
Text Color: CCFFF
O __| Emergency Contact
Alternate: O
] O : Column Setup
Alternate 2: H
- V| Class Number
0 | =
Home Page Mess | | | v Date
<center>The tex]| [l EE v| Days
appear on your \ H —
use html for forrm - v, Time
<h2 style="color:red">Change the color or
</h2><h1 style="color:green"> size of your __| Instructor
text</hi1><p> v
L Topic
Invoice Logo:
s V| Price

Recommended logo size 300x180

l #K cancel J 1 el Save |

within the public side of the RevTrak web store.
The examples show the Program, Course and
Class pages for each element displayed. Color
options are available for background color, text
color, alternating table backgrounds and
hyperlink colors.

To select colors for each element, click on the
corresponding color box. A drop down menu
will appear containing all of the available color
choices. Click the desired color to select it,
click the Save button to save your changes.

To demonstrate how each color setting
corresponds with the elements displayed on
the Program, Course and Class listing pages,
the settings have been changed to the colors
shown in the below image. We do not,
however, recommend using the example

colors. These colors were selected only to easily differentiate the areas of the screens that they control.
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Options

Web St...

Usage Reguest tvents

B e B

Federal Tax ID:

' ne 4 Sy
Oate of B

Background: | Link: -_

| Text Color: -_ Link Hover: -.

| Atternate: | Link Visited: .
| Alternate 2: J | R__'I’ Get Colors

of all RegWerks pages.

View the detailed results in the next
diagrams titled Program Listing, Course
Listing and Class Listing.

Background: corresponds to
the entire background color

Text Color: corresponds to the plain text displayed on the all RegWerks pages.

Alternate: corresponds to the alternating background color of the Class listings.

Alternate2: corresponds to the background color of all headings within the RegWerks pages.

Link: corresponds to the initial color of all hyperlinks.

Link Hover: corresponds to the color of a link when a mouse hovers over that link.

Link Visited: corresponds to the color of a link after it has been clicked.



Color options are corresponded directly to the Global settings website Color Options through the RevTrak
dashboard. The Get Colors button is used to match the colors that are currently set in the Dashboard for each
element. When this button is clicked, RegWerks communicates with RevTrak to capture the current color
settings and then displays the colors accordingly. Specific colors for specific elements can then be set in

RegWerks to override the web store settings.

Program Listing:

Click a Category to Start

Activity Registration
Band Tickets

Child Care

Comm. Ed. Registration
Dance Ticket eForm
Designate Your Donation
Donations

Event Calendar

Food Service
Reservation Request
Spint Wear

Student Fees & Balances
Transportation
Yearbooks

Your Family's Fees - IC

Shopping Cart

Links & Account Edits

Contact Us
HOMEPAGE

Your School Here

Programs

The text entered into this text box will appear on your Web Store Program Listing.

You can also create a link as shown here: Click here to visit Google.

Please see the links below for activities and classes.

Alumni Membership
Recreation (1)
Athletics

Elementary School Athletic
High School Athletics (3) Background:
Middle School Athletics_(1)
Community Education Text Color: ]
Adult Enrichment (6)
Aquatics (5) Link: |
Early Childhood Family Education (2)
Youth Enrichment (1) tink Hover: [ I
Cresco Fitness Center
Membership (3) tnk visited: [
Park and Recreation

After School Program (1)
Enrichme™; Programs (1)
Holidays/Special Events (3)
Teen Programs (2)

Background: corresponds to the entire background color of all RegWerks pages.

Text Color: corresponds to the plain text displayed on the all RegWerks pages.

Link: corresponds to the initial color of all hyperlinks.

Link Hover: corresponds to the color of a link when a mouse hovers over that link.

Link Visited: corresponds to the color of a link after it has been clicked.
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Course Listing Diagram:

|Click a Category to Start

IActivity Registration
and Tickets
hild Care
omm. Ed. Registration
ance Ticket eForm
esignate Your Donation
onations
vent Calendar
ood Service
Reservation Request
Spirit Wear
Student Fees & Balances
[Transportation
'Yearbooks

[Your Family's Fees - IC

Shopping Cart

Links & Account Edits

ontact Us
OMEPAGE
y RevTrak Account
assword Reminder
olicies
rivacy Policy
Site Map
heatre Seating Chart

COOADOY COM®
FESTED 20M-1-10

Your School Here

Aquatics

Alternate:

Aquatics Lifeguard Level I

Number: Date: Day(s):
Y1-37 12 1/2/12-2/27/12 Mo

Aquatics Yoga

This class allows you to experience Yoga in a new way. Are you scared £hat you're goin& to have to
strech till you burst? This class allows you to go at your own pace. W¢ will focu...

Number: Date: Day(s): Time: Topic($): Price:
13-100 11/14/11-5/18/12 Mo, We, Fr 10:00a-11:00a Fitness $50.00
Health snd
Welneis

Aquatics Level I

An introductory swimming program is offered for swimmers a:
techniques in daily practices and participate in a seres of

4 through 17. Swimmers learn strokes and
ening swim mee...

Number: Date: Day(s): Time: Instructor(s): Topic(s): Price:
Y1-38 12 1/3/12-2/23/12 Tu, Th 4:30p-5:30p Schneider, Clara Basic Swim $85.00
Y1-38 14 1/2/14-2/27/14 Tu, Th 4:30p-5:30p Schneider, Clara Lessons $85.00
Aquatics Level II

Number: Date: Day(s): Time: Instructor(s): Topic(s): Price:
Y2-38 12 1/2/12-2/27/12 Mo 4:30p-5:30p Smith, Joan Intermediate $45.00
Y2-38 13 1/7/13-2/25/13 Mo 4:30p-5:30p Smith, Joan Swim Lessons $45.00
Aquatics Level III

Number: Date: Day(s): Time: Instructor(s): Topic(s): Price:
Y3-39 12 1/4/12-2/22/12 We 4:30p-5:30p Smith, Joan Advanced Swim $45.00

Lessons

Alternate: corresponds to the alternating background color of the Class listings.

Alternate2: corresponds to the background color of all headings within the RegWerks pages.
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Class Listing Diagram:

Your School Here

Click a Category to Start

- Aquatics Lifeguard Level I
Activity Registration Event Actions

Band Tickets Group: Middle School Students \
Child Care Date: 1/2/2012 - 2/27/2012 / & Map This Event
Comm. Ed. Registration Days: Mon Background: J Link: -_ @ More Information
Dance Ticket eForm Time: 6:30PM- 7:30 PM =—n | & Tell A Friend
Designate Your Donation T : Text Color: | Link Hover: Il
Donations Location: Pineview Middle School 2 B subscribe To Calendar
Event Calendar Room: Pool Alternate: d Link visited: [
Food Service Instructor: Joan Smith

. . 3 g R fi h |
Reservation Request . s Alternate 2: ] T Get Colors = Register for this Class

Spirit Wear
Student Fees & Balances
Transportation CLICK HERE to Register for this Class

Yearbooks

. » Display All Dates
Your Family's Fees - IC

Shopping Cart

Links & Account Edits

Contact Us
HOMEPAGE

My RevTrak Account
Password Reminder
Policies

Privacy Policy

Site Map

Theatre Seating Chart

Background: corresponds to the entire background color of all RegWerks pages.

Text Color: corresponds to the plain text displayed on the all RegWerks pages.

Alternate: corresponds to the alternating background color of the Class listings.

Alternate2: corresponds to the background color of all headings within the RegWerks pages.
Link: corresponds to the initial color of all hyperlinks.

Link Hover: corresponds to the color of a link when a mouse hovers over that link.

Link Visited: corresponds to the color of a link after it has been clicked.
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Column Setup:

Column Setup refers to the Column Headings and Details which describe each class within a
course. From this area you can define which of the columns will display on the Course Listing page.
all 7 of the options are selected, text wrapping on the course page could occur. Text wrapping may
cause the layout to appear confusing. We recommend that you select the most important columns
and check only five options.

Options
District: Mel's Testing Site Email: mvill@regwerks.com
Federal Tax ID: 1234-5876S4 i Enable Parent Portal

|_| Show Attendance on Tax Statements

Web St... Usage Request Events
Background: . Link: - Column Setup
Class Number
Text Color: -_ Link Hover: .
d ; Date

: Link Visited:
Alternate: = . Didys
Alternate 2: ‘ RT Get Colors Time

Instructor
Home Page Message:

Topic

<center>The text entered here vill appear on your
Web Store Program Listing. You can use HTML for Brice
formatting as shovwn here:

<h2 style="color:red">Change the color or
</h2><h1 style="color:green">size of your
text</hi><p>

Invoice Logo: https://secure.revtrak.net/regwerks/imc¢

Recommended logo size 300x180

| #K cancel ) | ld Save J

You can choose to either show or hide the Class Number, Date, Days, Time, Instructor,
Topic, or Price individually. If checked, the heading and details will show. If unchecked, the
heading and details will be hidden.
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Column Setup Diagram:

In the example, the Class Number, Date, Time and Price will be displayed as shown in the Column
Setup diagram.

Your School Here

Click a Category to Start Aquatics

Activity Registration
Band Tickets

Child Care Aquatics Lifeguard Level I

Comm. Ed. Registration ) . ) : i

Dance Ticket eForm Lifeguard Certification Class: Includes CPR for the Professional Rescuer, AED training and Oxygen

Designate Your Donation administration.

Donatons Number: Date: Time: Price:

Event Calendar Y1-37 12 1/2/12-2/27/12 6:30p-7:30p $65.00

Food Service )

Reservation Request Aquatics Yoga

Spint Wear This class allows you to experience Yoga in a new way. Are you scared that you're going to have to

Student Fees & Balances strech till you burst? This class allows you to go at your own pace. We will focu...

Transportation

Ye:s'bic'-;i Number: Date: Time: Price:
13-100 11/14/11-5/18/12 10:00a2-11:00a $50.00

Your Family's Fees - IC

Shopping Cart .
Aquatics Level I

An introductory swimming program is offered for swimmers ages 4 through 17. Swimmers learn strokes and

Links & Account Edits 2 - = = o - - - N
techniques in daily practices and participate in a series of evening swim mee...

Contact Us T )
HOMEPAGE bre b < Number: Date: Time: Price:
My RevTrak Ac t 4
Password Reminder Yam e Y138 12 1/3/12-2/23/12 4:30p-5:30p $85.00
Pokcies v2-38 1. Y1-38 14 1/2/14-2/27/14 4:30p-5:30p $85.00
Privacy Policy
Site Map Aquatics ix
Theatre Seating Chart This class is designed for childrenten years of age or older, with no prior swimming. The class covers

breath control, expands comfort in the water, basic water safety, kicking, ar...
R WERCEL PRLRSC oM Number: Date: Time: Price:

Y3-39 12 1/4/12-2/22/12 4:30p-5:30p $45.00

Invoice Logo Field:

If you would like to include your logo on printed receipts and invoices, enter the URL and path to your
institution's logo on a web site. The image must be web based (JPEG, TIFF, PNG, GIF, BMP) and we
recommend that the image size is 300 x 180 pixels.
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Options

District: Mel's Testing Site

Email: mvill@regwerks.com

Federal Tax ID: 1234-587694

i Enable Parent Portal

[ Show Attendance on Tax Statements

Web St... Usage Request Events

Background: [__
Text Color: -_

Column Setup

Link:

v/, Class Number

—J

Link Hover:

i Date
: Link Visited:
Alternate: [__ -. Days
QU—
Alternate 2: r_ RT Get Colors v, Time
—— ) —
v/ Instructor
Home Page Message: =
: Topic
<center>The text entered here vill appear on your —
Web Store Program Listing. You can use HTML | Price

formatting.</center>

) Invoice Logo: https://secure.revtrak.net/regwerks/imc

Recommended logo size 300x180

GCancel leSavej

Properties

General

ﬂ rwlogo jpg
Protocaol: HyperText Transfer Protocol
Type: JPEG image
'(‘\JgBSSZ http://www.revtrak.com/media/29174/rwlogo.jpg
Size: 3865 bytes

Dimensions: 100 x 78 pixels

Created:
Modified:

11/15/2011
11/15/2011

To find the URL to an image on your web site, navigate to
the image you would like to use.

In Internet Explorer, right click on the image, and select
Properties from the menu that displays. The URL will be
listed as the Address of the image. Insert the entire URL
into the Invoice Logo field and click Save.

ok J[ Cancel |[ aonly




In Firefox, right click on the image, select Copy Image Location from the menu. You will be able to paste the
URL into the Invoice Logo field and click Save.

In Safari, right click on the image and select Copy Image Address. You will be able to paste the URL into the
Invoice Logo field and click Save. The logo will show in the top left side of invoices and printed receipts as
shown in the example receipt.

In Chrome, right click, select Copy Image URL and paste the URL into the Invoice Logo field and click Save.

The logo will show in the top left side of invoices and printed receipts as shown in the example receipt.

Mel's Testing Site

TAX ID #: 1234-587694
Date: 8/22/2012
Method: Credit Card
Reference: 10379005
Amount: $100.00

Bill To:

Ree Drummond
4628 Ranch Road
Anytown OK, 74078

Charges for Todd Drummond: 12-13 1st Semester

Date Description Amount

06/26/2012 Three Days a Week (PM) 09/10/2012 to 09/30/2012 $85.00
06/27/2012 Late Payment Fee for Invoice 1648-1865389 $15.00
08/22/2012 Credit Card: 10379005 $-100.00

This communication is for the exclusive use of the addressee and may contain confidential or privileged information. If you are not the
intended recipient any use, copying, disclosure, dissemination or distribution is strictly prohibited.

© Mel's Testing Site All Rights Reserved
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Usage Request Tab

The Usage Request screen controls how usage requests are handled and define the usage request page of
the software. Options are available for a Processing Fee, Question Profile, Accounting Code, Confirmation
Email Address, and screen Instructions.

Options

District: RegWerks Demonstration Email: someone@regwerks.com

Federal Tax ID: XXX=XXX-XXXX

Web Store Usage Request Events

Processing Fee: $0.00

Question Profile: Usage Request Questions

Accounting Code: Usage Request Account Code

Conf. Email: facilities@regwerks.com

Instructions:

If you are interested in reserving space, please complete the
Facility Use Request Form below, or call us
for more information at 555-123-4567

Add Date Instructions:

Rental of the facility is subject to availability.
Click the <b> ADD DATE </b> button to request specific dates, times and spaces.
You can submit multiple requests. We vill contact you vith confirmation when your

| ¥ Cancel J[HSaveJ

Processing Fee: If the institution charges a processing fee for Usage Requests, the amount is entered here. If
no amount is entered, no fee will be charged and a 'Thank you for your request' message will be displayed.
If an amount is entered here, the request screen will show 'Please note that there is a $3.00 processing fee
for submitting a usage request.' Upon completing all of the required information, the requester will be taken
to the shopping cart to enter payment information and complete the transaction.
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Question Profile: A question profile can be attached to the Usage Request page from the Question Profile
drop down menu. The profile would first need to be created from the Main Menu > Question Profile page of
RegWerks. All profiles created there will populate this drop down for easy selection. The questions included in
the profile will then display when a user requests a reservation.

Options

District: RegWerks Demonstration Email: someone@regwerks.com

Federal Tax ID: XXX-XXX-XXXX

Web Store Usage Requ Usage Questionaire
Please answer the following questions to complete adding your facility use request to the shopping cart.

Processing Fee: .
. * Required field

Question Profile:  \gSel Special Arrangements and Other Information

Guest | * Do you have a permit?
JYes 7 No

Accounting Code:
Kevins

Conf. Email: . .
Ref or| * will you need assistance to set up your event?

Registy - Yes -/ No
Instructions:
Usage| please select any additional equipment / requirements that you will need?

If you are interested in rese (Check all that apply)
Facility Use Request Form b

[CIKitchen Access [l av Equipment [CIFood Services [“ILighting
for more information at 555

["Ipance Floor [“l1ndoor Seating [l outdoor Seating

Add Date Instructions:

Rental of the facility is subj On-Site Supervisor Acknowledgement

Click the <b> ADD DATE </| By checking the box below the adult who will be the on-site supervisor acknowledges that he/she has read
You can submit multiple re¢ the facility use rules and will abide by them, especially the rules which apply to the safety and conduct of
children; and that the group will abide by the rules established by the Americans with Disabilities Act and
civil rights laws.

* Agree

(]

CONTINUE p

Answers to the questions will be listed in the automatic email notification. Attaching a question profile is not
required. For more information on Questions and Question Profiles, please see the Questions portion of this
document.

Accounting Code: Account Codes can be attached to the Usage Request page from the Accounting Code
drop down menu. The Account Code would first need to be created from the Setup Menu > Account Code
page of RegWerks. All codes created there will populate this drop down for easy selection. Selecting an
Account Code is not required unless a processing fee is collected for Usage Requests. For more information
on Account Codes, please see the Account Codes portion of this document.
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Confirmation Email Address: An automatic email notification is sent each time a Usage Request is
submitted. The email address entered in the Confirmation Email Address field will receive the notifications. If
the field is left blank, no email will be sent.

Instructions: The Instructions field is used to define text that you would like to add to the top of the Usage
Request page of RegWerks. The text entered into this field will be displayed at the top of the page when a user
clicks the Reservation Request link on the left navigation panel of the web store.

Options

District: RegWaerks Demonstration Email: someone@regwarks.com
Federal Tax ID: 200¢-2000-XXXX

Web Store Usage Request Events

Processing Fee: $3.00
Question Profile: == Select One -~ v

Accounting Code: «« Select One -~ v

Conf. Email:

L iructions:

1f you arvunterested in reserving space. please complete the Facility Use Request form
belove or callar more Information at 855:123:4567,

Instructions:
Add Date Add Date Instructio
Instructions: Renidl of the facilind | If you are interested in reserving space, please complete the Facility Use Request form
The Add Date Click thi£82400 O} | balow, or call for more information at 555-123-4567.

Your can s3Hmit m

Instructions field

is used to define ' P IC M
text that you
would like to add to Add Date area of the Usage Request page of RegWerks. The text entered into this field
will be displayed near the 'Add Date' button when a user clicks the Reservation Request link on the left
navigation panel of the web store.

Options

District:  RegWerks Demonstration Email: someoneregwerks.com
Federal Tax 10: 000~ XXX~200CX

Web Store Usage Request Events

Processing Fee: $3.00

Question Profile: -~ Select One -- v
Accounting Code: -- Select One - v
Conf. Email:

Instructions:

1f you are interested in reserving space, please complete the Facility Use Request form
below, or call for more information at 555-123-4567.

BJdIDate IAStIULtions:

Rentiillof the facility i3 ubject tc svailability. -
Click thy -
Yourcan
Add Date Instructions:
33 Rental of the facility is subject to availability. -
Click the <b>ADD DATE</b> button to request specific dates, times and spaces. a

Your can submit multiple requests. We vill contact you vith confirmation when your



Basic html formatting tags can be included to accent the text in different ways. If reservations are not being
used on the public side of the web store, you may leave both fields blank. Add the text, if any, and click the
Save button to save your changes. The examples are shown on the Usage Request Diagram, highlighted in
yellow.

Usage Request Diagram:

If you are interested in reserving space, please complete the Facility Use Request Form below, or
call us for more information at 555-123-4567

Please note that there is a $3.00 processing fee for submitting a usage request.
* Required field

Contact Info
* Group:

* Use Purpose:

* First: * Last:

* Email:

* Address:

* City: * State: MN * Zip:

NOTE: One of the following phone numbers is required to proceed.

Home Phone:
Work Phone:
Cell Phone:
Billing Info
First: Last:
Email:
Address:
City: State: Zip:
Home Phone:
Work Phone:
Cell Phone:

Rental of the facility is subject to availability. Click the ADD DATE button to request specific dates,
times and spaces. You can submit multiple requests. We will contact you with confirmation when
your request is apporved.

ADD DATE
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Events Tab

Instructions: The Instructions field on the Events tab is used to define text that you would like to add to the top
of the Events page of RegWerks. The text entered into this field will be displayed when a user clicks the Events
link on the left navigation panel of the web store.

Options

District: RegWerks Demonstration Email: someone@regwerks.com

Federal Tax ID: XXX-XXX-XXXX
Web Store Usage Request

Instructions:

Select a Month, Location, Space Type and Group to view current events. If you would
like to submit a Usage Request, click the Reservation Request link on the left.

GCancel J[HSaveJ
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Basic html formatting tags can be included to accent the text in different ways. If Events are not being used on
the public side of the web store, you may leave this field blank. Add the text, if any, and click the Save button
to save your changes. The examples are shown on the Events Diagram, highlighted in yellow.

Events Diagram:

Select a Month, Location, Space Type and Group to
view current events. If you would like to submit a
Usage Request, click the Reservation Request link on the left.

Month: 2011 November ~
Location: v
Space Type: v

Group: v

Monday, November 21, 2011

9:00 AM-11:00 AM High School
. Middl hool
Adult Health & Fitness 9:00 AM-10:00 am iddle Schoo
West Gym
Holiday Appetizer Cooking Class 10:00 AM-11:00 AM High School:
. . High School
Photoshop 7:00 PM-9:00 PM Room 117
Tuesday, November 22, 2011
. . High School
Photoshop 5:00 PM-7:00 PM Room 117
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Contracts

Overview

Contracts allow you to create re-occurring pricing structures to be assigned to individual classes. Re-
occurring payments can be charged on the classes that they are assigned to. Also, in this way, re-
occurring charges can be batch processed to those accounts that have given authorization to bill on a
monthly basis.

Contracts are made up of Rates. Rates are used to setup differing rate structures such as Standard
Rate, Employee rate etc. This allows you to have different rates for the same class.

Segments are assigned to Rates. Segments are named as such as they are segments of a day; AM,
PM and Other. A student can sign up for 1 am, 1 pm and 1 other segment for the rate they choose.

Contract - [130]

Name: * SACC
Signup Avallable: (=) Dally (_) Monthly () DropIn
|V/] Pre-Pay  Prepay Start Date: 08/04/2012 [

Rate

LO |
Employee
L

Free
Reduced

Standard Rate

| ¥ Cancel | | ke Save |

Name: This is the name displayed when assigning a contract from the dropdown menu on a contract
class.

Signup Available distinguishes the sign up type. Each contract must be assigned to either a daily
tuition rate, monthly tuition rate or a drop-in tuition rate. The difference between these options is how
the contract is calculated.

With the Daily and Monthly option the parent only registers for the class one time and makes
payments following invoicing using the Parent Portal or via batch processes.
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With the Daily option your charges are based on a Daily tuition rate during the invoicing process

With the monthly option your charges are based on a Monthly tuition rate during the invoicing
process.

With the Drop In option customers purchase quantities of attendances and repurchase additional
quantities, as they need them. The students will not have any on-going daily or monthly charges.
Invoicing can be run for Drop In registrations and if it is run will only charge the students who have
used more drop-in days than they have purchased.

Pre-Payment & Prepay Start Date should be selected if the payment will be made prior to the first
month of attendance. If payments will be made after the month has taken place this checkbox should
remain unchecked. If the contract requires a pre-payment you will also need to enter a Prepay Start
Date for the payment period.

There are three types of contracts that can be created. These are determined based on the Signup
Available that is chosen. For more detail please see the Segment details.

Rates

Contracts can also have multiple rates assigned to them. To build specific rates click on the plus sign
to the left of the rate table to create a new rate. To delete a rate, highlight the rate by clicking on the
name in the table and then click the garbage can. Once you have confirmed the deletion the rate will
no longer exist.
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Name: The rate will be displayed to the parent at the time of registration. Some examples of rates
names might be Standard Rate, Employee Rate, Free and Reduced Lunch, or Scholarship.

Rate - [130]
Name: * Standard Rate
|_| Hide From Web
[v] Multi-Student Discount |v/] AM & PM Discount
|| Allow Multi-Student & AM/PM Discount
Late Pickup Type: () Flat Fee (_) Per Minute
Late Pickup Fee: $0.00
Change Fee: $0.00
| & | sSegment Name Start Time | End Time
ﬁ 2 Days Before School 7:00 AM 9:10 AM el
| J
3 Days Before School 7:00 AM 9:10 AM
4 Days Before School 7:00 AM 9:10 AM
5 Days Before School 7:00 AM 9:10 AM
3 Days After Schoo 3:45 PM 6:00 PM |
A Nave Afrar Sohan A5 DM ANN_DM m

| ¥ cancel | | ke Save |

Hide from Web: You have the option to hide each specific rate from the web so that the general
public will not see rate during registration. The hidden rate will only be available for registration using
the Administrator's Walk in Registration process.

Multi-Student Discount: With in a segment you can setup a special rate for additional students
within the same family. The first student will be charged the full price and each additional student will
be charged the reduced rate. The special pricing is set up within each segment in the rate.

AM & PM Discount: Allows you to give a discount to the student if they sign up for an AM and PM
segment within the same rate.

Allow Multi-Student & AM/PM Discount allows you to stack the discounting options. By checking
this box, you allow both discounted rates. Note: to use the Multi-Student and AM/PM Discount, you
must check all three options.

Late Pickup Fee allows you to charge an additional fee on a daily basis if a child is picked up late
from class. A flat fee or per minute charge can be selected. Attendance can then be taken with the
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late pick up times noted. The additional fees will be automatically calculated based on the late fee set
up when the charges are calculated for that class.

Change Fee amount can be entered if there is an extra charge added every time a customer
changes their segment within a contract. For example, if a parent originally signs up for a 6:00pm
pick up and then changes to a 6:30pm pick up they would be changing their segment within the
contract. The change would qualify them for a segment change fee.
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Segments

Once the Rates for the Contract have been created, you will use individual segments to create the
various pricing structures for differing attendance days and times. To create a new segment, just
click on the plus sign to the left of the segment table. That will open up a new screen. Each contract
can have multiple segments to capture the various pricing opportunities.

Segment - [NEW]

Name: *

Start Time: * 12:00 AM End Time: * | 12:00 AM

(&) AM () PM () Other
|V] select Days Max Days: 0
Available Days: L Mon | | Tue | | Wed [ Thur || Fri

Max Quantity: *

Min Quantity Allowed On Hand: * 0
Monthly Additional Child
Rate Deduction
Price: $0.00
AM & PM Deduction: $0.00
Late Payment Fee: $0.00
Registration Fee: $0.00

* Fields in Red add to or deduct from the rate when applied.
To add use a positive number, to deduct use a negative number.

( #K Cancel | | led Save J

Each segment must have a name. The segment name will appear in the web store when the parents select
their segments while registering for the class. You must also provide the start time and end time for each
segment. Each segment also has three different time categories indicated by AM, PM, or Other. Parents are
allowed to choose only one segment per AM, PM, and the Other category for each class, but they can choose
one segment from each time category.

When you check the Select Days checkbox you will be presented with two additional settings. The Max Days
setting allows you to set the maximum number of days the parent will be able to select in attendance. The row
of checkboxes associated to the days of the week allows a parent to specify which days their student will
attend. Check the days of the week that the class will be offered. The days that you check will then display
during the registration and checkout process to the parent allowing them to choose the days their student will
be attending.
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You can set the minimum quantity allowed on hand (Min Quantity Allowed On Hand) in the Segment
window, also. During the billing process, if a customer has below that number on hand, they will be
forced to buy multiples until they are billed at or over the minimum amount.

The image below shows how the options will appear to parents via the web store. The parent will select the
rate via the drop down menu. Once they have done that the segments of the contract appear as the
attendance schedule for the parent to select from.

e 006 Demo Web Store | Registration e

@) @ yourschoolhere.revtrak.net/tek9.asp?pg=Registration (< ] (2§~ Google

Your School Here

Welcome to the Web Store!

Browse Event Information

g::’:g g':rk:ts Please answer the following questions to complete adding your registration to the shopping cart.
Designate Your Donation * Required field

Donations

Field Trip

Food Service * Please select your rate.

Spirit Wear

Student Fees & Balances \eStandardiRata

Transportation

Yearbooks * Please select an attendance schedule.

()2 Days Before School
Your Family's Fees - IC (®) 3 Days Before School

Calendar: Events * Select the days you plan to attend. You must select 3.

Calendar: Usage Request [_JMonday () Tuesday () Wednesday () Thursday (| Friday
Reg. Form: Activities (4 Days Before School
Reg. Form: Dance (5 Days Before School

Reg. Form: Field Trip

Registration: Community Ed ©2 Days After School

()3 Days After School
()4 Days After School

School Reg F 8
chool Reg Fees (5 Days After School

Shopping Cart

The appearance and functionality of the Segment window will differ according to the selections you have made
on the Rate window. The fields in the columns listed in the tabs are either active (editable) or inactive (grayed
out) depending on what was selected on the Contract window.
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Daily Signup Available

If you have chosen the Daily Signup the following rate information applies.

Segment - [NEW]

Name: *

Start Time: * 12:00 AM End Time: * 12:00 AM

U AM () PM (o) Other
[!J Select Days Max Days: 0
Available Days: [ | Mon | |Tue | | Wed | | Thur | | Fri

Max Quantity: *

Min Quantity Allowed On Hand: * 0
Daily Additional Child
Rate Deduction

Price: $0.00

AM & PM Deduction: $0.00

Late Payment Fee: $0.00

Registration Fee: $0.00

* Fields in Red add to or deduct from the rate when applied.

To add use a positive number, to deduct use a negative number.

( #K cCancel | | H Save |

w tancer Save

Price -> Daily Rate: This is the price charged for a single day of attendance on this Segment.

Price -> Additional Child Deduction: The Additional Child deduction subtracts from the [Price -> Daily Rate]
amount if the student is not the first person in the family to register for a class using this contract. If the student
qualifies for the Additional Child Deduction they would get the $-2.00 [Additional Child Deduction] deducted
from the $10.00 [Price->Daily Rate] and therefore be charged $8.00 for their rate.

AM & PM Deduction -> Daily Rate: This is the price to add to or deduct from the charges if the student is
registered for an AM & PM segment on this contract. So if the student qualifies for both AM & PM Deduction
and is an Additional Child they would get the $-4.00 deducted from the $10.00 [Price->Daily Rate] and
therefore be charged $6.00 for their rate.

AM & PM Deduction -> Additional Child Deduction: This is the price to add to or deduct from the charges if
the student is registered for an AM and PM segment on this contract AND the student is not the first person in
the family to register for a class using this contract. So if the student qualifies for both AM & PM Deduction and
is an Additional Child they would get the $-4.00 deducted from the $10.00 [Price->Daily Rate] and therefore be
charged $6.00 for their rate.

Late Payment Fee -> Daily Rate: The [Late Payment Fee -> Daily Rate] amount is the amount charged
against a registration when an invoice is not paid before the Invoice Due date. The late fee is applied
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automatically when a balance due exists on an invoice and the Invoice Due date has passed. The Invoice Due
date is set during the invoicing process.

Late Payment Fee -> Additional Child Deduction: The [Late Payment Fee -> Additional Child Deduction]
amount is the amount charged against a registration when an invoice is not paid before the Invoice Due date
and the student is not the first person in the family to register for a class using this contract. The late fee is
applied automatically when a balance due exists on an invoice and the Invoice Due date has passed. The
Invoice Due date is set during the invoicing process.

Registration Fee -> Daily Rate: The [Registration Fee -> Daily Rate] amount is the amount charged at the
time of registration.

Registration Fee -> Additional Child Deduction: The [Registration Fee -> Additional Child Deduction]
amount is the amount deducted from [Registration Fee -> Daily Rate] at the time of registration when the
student is not the first person in the family to register for a class using this contract.
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Monthly Signup Available

If you have chosen the Monthly Signup the following rate information applies.

Segment - [NEW]

Name: *

Start Time: * 12:00 AM End Time: * 12:00 AM

(*) AM () PM (_) Other
|| select Days Max Days: 0
Available Days: | Mon | | Tue | | Wed | | Thur | | Fri

Max Quantity: *

Min Quantity Allowed On Hand: * 0
Monthly Additional Child
Rate Deduction
Price: $0.00
AM & PM Deduction: $0.00
Late Payment Fee: $0.00
Registration Fee: $0.00
* Fields in Red add to or deduct from the rate when applied.
To add use a positive number, to deduct use a negative number.

l K cCancel | | kel Save J

Price -> Monthly Rate: This is the price charged for a month of attendance on this Segment.

Price -> Additional Child Deduction: The Additional Child deduction subtracts from the [Price -> Monthly
Rate] amount if the student is not the first person in the family to register for a class using this contract. So if
the student qualifies for the Additional Child Deduction they would get the $-2.00 [Additional Child Deduction]
deducted from the $10.00 [Price-> Monthly Rate] and therefore be charged $8.00 for their rate.

AM & PM Deduction -> Monthly Rate: This is the price to add to or deduct from the charges if the student is
registered for an AM and PM segment on this contract. So if the student qualifies for the AM & PM Deduction
they would get the $-2.00 [AM & PM Deduction] deducted from the $10.00 [Price->Monthly Rate] and
therefore be charged $8.00 for their rate.

AM & PM Deduction -> Additional Child Deduction: This is the price to add to or deduct from the charges if
the student is registered for an AM and PM segment on this contract AND the student is not the first person in
the family to register for a class using this contract. So if the student qualifies for both AM & PM Deduction and
is an Additional Child they would get the $-4.00 deducted from the $10.00 [Price->Monthly Rate] and therefore
be charged $6.00 for their rate.

Late Payment Fee -> Monthly Rate: The [Late Payment Fee -> Monthly Rate] amount is the amount charged
against a registration when an invoice is not paid before the Invoice Due date. This late fee is applied
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automatically when a balance due exists on an invoice and the Invoice Due date has passed. The Invoice Due
date is set during the invoicing process.

Late Payment Fee -> Additional Child Deduction: The [Late Payment Fee -> Additional Child Deduction]
amount is the amount charged against a registration when an invoice is not paid before the Invoice Due date
and the student is not the first person in the family to register for a class using this contract. The late fee is
applied automatically when a balance due exists on an invoice and the Invoice Due date has passed. The
Invoice Due date is set during the invoicing process.

Registration Fee -> Monthly Rate: The [Registration Fee -> Monthly Rate] amount is the amount charged at
the time of registration when selecting this segment.

Registration Fee -> Additional Child Deduction: The [Registration Fee -> Additional Child Deduction]
amount is the amount deducted from [Registration Fee -> Monthly Rate] at the time of registration when the
student is not the first person in the family to register for a class using this contract. So if the student qualifies
for the Additional Child Deduction they would get the $-30.00 [Additional Child Deduction] deducted from the
$30.00 [Registration Fee-> Monthly Rate] and therefore be charged $0.00 for their Registration Fee.
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Drop-In Signup Available

If you have chosen the Drop-In Signup the following rate information applies.

You will notice that this sign up has two additional fields.

Drop In Days: This is the number of Drop In units to be purchased at a time.

Max Quantity: This is the maximum number of Drop In Day units that can be purchased at a time.

In the figure below the Drop In Days is 3 and the Max Quantity is 10. This means the parent can purchase
Drop in Attendances 3 at a time with a maximum of 10 sets of 3 attendances.

Segment - [NEW]
Name: *
Start Time: * 12:00 AM End Time: * 12:00 AM
P AM U PM Q) Other
|| select Days Max Days: 0
Available Days: L Mon | | Tue | | Wed L Thur || Fri
Drop In Days: * 0 Max Quantity: *
Min Quantity Allowed On Hand: * 0
Drop In Additional Child
Rate Deduction
Price: $0.00
AM & PM Deduction: $0.00
Late Payment Fee: $0.00
Registration Fee: $0.00
* Fields in Red add to or deduct from the rate when applied.
To add use a positive number, to deduct use a negative number.
Cancel Save
( ) | J

An example of this means they could purchase:

3 Days (3 Drop in Days * Quantity of 1)
6 Days (3 Drop in Days * Quantity of 2)
9 Days (3 Drop in Days * Quantity of 3)
12 Days (3 Drop in Days * Quantity of 4)
15 Days (3 Drop in Days * Quantity of 5)
18 Days (3 Drop in Days * Quantity of 6)
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21 Days (3 Drop in Days * Quantity of 7)
24 Days (3 Drop in Days * Quantity of 8)
27 Days (3 Drop in Days * Quantity of 9)
30 Days (3 Drop in Days * Quantity of 10) -- 10 is the Max Quantity
Segment - [NEW]
Name: *
Start Time: * 12:00 AM End Time: * 12:00 AM
) AM () PM (=) Other
|V] select Days Max Days: 0
Available Days: L Mon L Tue | Wed L Thur (| Fri
Drop In Days: * 0 Max Quantity: *
Min Quantity Allowed On Hand: * 0
Drop In Additional Child
Rate Deduction
Price: $0.00
AM & PM Deduction: $0.00
Late Payment Fee: $0.00
Registration Fee: $0.00
* Fields in Red add to or deduct from the rate when applied.
To add use a positive number, to deduct use a negative number.
| 3 cancel || led Save \

Price -> Drop In Rate: This is the price charged for a single day of attendance on this Segment.

Price -> Additional Child Deduction: The Additional Child deduction subtracts from the [Price -> Drop In
Rate] amount if the student is not the first person in the family to register for a class using this contract. So if
the student qualifies for the Additional Child Deduction they would get the $-2.00 [Additional Child Deduction]
deducted from the $10.00 [Price-> Drop In Rate] and therefore be charged $8.00 for their rate.

AM & PM Deduction -> Drop In Rate: This is the price to add to or deduct from the charges if the student is
registered for an AM and PM segment on this contract. So if the student qualifies for the AM & PM Deduction
they would get the $-2.00 [AM & PM Deduction] deducted from the $10.00 [Price->Drop In Rate] and therefore
be charged $8.00 for their rate.

AM & PM Deduction -> Additional Child Deduction: This is the price to add to or deduct from the charges if
the student is registered for an AM and PM segment on this contract AND the student is not the first person in
the family to register for a class using this contract. So if the student qualifies for both AM & PM Deduction and
is an Additional Child they would get the $-4.00 deducted from the $10.00 [Price->Drop In Rate] and therefore
be charged $6.00 for their rate.

Late Payment Fee -> Drop In Rate: The [Late Payment Fee -> Drop In Rate] amount is the amount charged
against a registration when an invoice is not paid before the Invoice Due date. The late fee is applied
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automatically when a balance due exists on an invoice and the Invoice Due date has passed. The Invoice Due
date is set during the invoicing process.

Late Payment Fee -> Additional Child Deduction: The [Late Payment Fee -> Additional Child Deduction]
amount is the amount charged against a registration when an invoice is not paid before the Invoice Due date
and the student is not the first person in the family to register for a class using this contract. The late fee is
applied automatically when a balance due exists on an invoice and the Invoice Due date has passed. The
Invoice Due date is set during the invoicing process.

Registration Fee -> Drop In Rate: The [Registration Fee -> Drop In Rate] amount is the amount charged at
the time of registration when selecting this segment.

Registration Fee -> Additional Child Deduction: The [Registration Fee -> Additional Child Deduction]
amount is the amount deducted from [Registration Fee -> Drop In Rate] at the time of registration when the
student is not the first person in the family to register for a class using this contract. So if the student qualifies
for the Additional Child Deduction they would get the $-30.00 [Additional Child Deduction] deducted from the
$30.00 [Registration Fee-> Drop In Rate] and therefore be charged $0.00 for their Registration Fee.
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Main Menu

Once you have used the Setup menu and built the basic structure of your RegWerks system, the
Main menu is used to create and manage further functionality of the software. From the Main menu
you have access to Schedule, Reservation, Usage Requests, Building, Space, Group, Question
Profile, Course, Class, Manager, Instructor, and Person. Most of your time will be spent on these
pages and each page is described in detail here.

Schedule

The Schedule page gives you an overview of your facilities and the buildings and spaces in them. The screen
shows a calendar view and the reservations that are made in each space. Each building can be assigned a
specific color for easy identification.

Main Setup

© Add 3 Delete - || = & 4 Day | Week | Month | Timeline »

Spaces

>3 High school Sunday, December 11 Monday, December 12 Tuesday, December 13 Wednesday, December 14 Thursday, December 15 Friday, December 16

» ]2 2enson High School

» ]2 Middle School

»[]C Parkvay Elementary
V] Pond Road Middle School

[V] Sharon Elemantary School

9:00AM [9:00AM 9:00AM

Adult He|Meeting Meeting Meeting Adult He{ Meeting

9am 9:00AM [9:00AM 9:00AM 9:00AM
Meeting

High SchfPond Road Middle School Pond Road Middle School Pond Road Middle School High Sch| Pond Road Middle School Pond Road Middle School

Spm 5:00PM 5:00PM

Photoshop

Photoshop

High School:Room 117 High School:Room 117

7pm 7:00PM 7:00PM

Photoshop Photoshop

High School:Room 117 High School:Room 117

The toolbar on the Schedule page is slightly different than all of the other pages in the software. The house
icon is only visible from the Schedule page. When clicked, the software takes you to the Reservation page of
the Main Menu.

Main Setup j

+ AN\ ;
L &) Add || a Delete | o 1 ) 4 Day | Month | Timeline L P

\ J A\

There is also a calendar control that allows you to change your view of the calendar. You have options to view
by Day, Week or Month. The left and right arrows let you scroll, according to which view you have selected, by
Day, Week or Month. The Timeline button shows an Hourly view and allows you to use the arrows to scroll by
day.
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By default, the Schedule screen opens to the current week with the current day highlighted in yellow. You
must select a building or space from the left Spaces panel before you will see what has been scheduled.

Click the arrow ¥ that corresponds to the building you would like to view. The folder will open showing all of

the available spaces within that building. You can then select a specific space by checking the check box v]
that corresponds to the space you would like to view. You can also check the Building check box without
opening the folder. All of the spaces within the building will be checked automatically.

In the following example, we have selected the Community Education Building, the Cresco Fitness Center and
the Pineview Middle School.

W et e

Oase | DJoves | oo (DL oo Mt | oaea |y

e vty mgn s

4 Spaces
| Apple Valley High School
“{ v \v| () Community Education Building

i Deep Blue Sea e eyt e

\/ Jungle Mania Room (vt s B Soe

13 i (] Cresco Fitness Center
|| Crestwood Middle School
|| 3 eagle Ridge Elementary

S
>

»| |1 Highland Elementary
»|_| (2 John Henry High School
>

(L] €3 1ulian Thomas Elementary

[_] kelly Inn

>3 Lakeview Elementary

» | C3 North Park Elementary

» V] (] Pineview Middle School

All of the reservations that exist for those buildings during the dates that are selected will be
displayed. The time, event details and location of the reservation are listed in the corresponding date
and time on the calendar.
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Reservations are displayed in the color that is selected in the Calendar option on the Building screen.
When you initially create your buildings, we recommend that you select a different color for each
building.

If you want to view the actual reservation without leaving the Schedule screen, triple click on an entry
and the reservation will be displayed.
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Reservation

The reservation screen allows you to reserve a space and assign it to a group. While Reservations are not
required, you may want to use the scheduling features to monitor buildings and spaces. Also, unless you use
the facility scheduling features, you will not be able to view any of the events on the Schedule page. To add a
reservation click on Reservation on the left navigation menu, and click the green Add button at the top of the

page.

Reservation - [NEW]

Group: * [ -- Select One - | v] Permit:
Create/Add Reservations
Purpose: >3 Spaces
Start Time: | End Time:
Start Date: =5 End Date: &
Setup Min.: Teardovn:
(e) Day () Week U Month () Year

Every Day from Start Date to End Date

{5} Check Availability | | V| Check All | | bl Create || @ Add |
Date Space Conflict
| (= Print | | ¥ cancel || kel Save
Create / Add

Select a Group from the drop down menu. A group can either be internal or external and the group is used to
categorize which group will be using the building or space. A group is required and Groups need to be set up
prior to a reservation being created.

Type the purpose of the reservation, which will become the name of the reservation. The purpose will only
show up on the Events page if it is an external reservation. For example, a PTA meeting that will be using the
Library in Parkway Elementary school. If the reservation is attached to a class, the name of the class will show
on the Events page.

Choose a start time and end time for the reservation. You will also need v V] & Spaces
to enter a start date and end date. You will need to choose a Space
from the Space tree. To expand the tree, click on the arrow in front of
Spaces. This will pull down a list of Buildings. To see Spaces in the

»| | (1 High School

»| | [ Jenson High School

Building click on the arrow in front of the Building name. To Reserve a >[_| (3 Middle School
Space click on the checkbox in front of the Space name. To Reserve a v V| E5 Parkvay Elementary
parent space click on the checkbox in front of the parent Space name. [V] Art Studio
That will reserve the whole space. An example would be if you click on .

|| Library
53 |_| Pond Road Middle School

|__| Sharon Elementary School



the Parkway Elementary, it will reserve both Art Studio and Library or you could reserve just the Art Studio and
the Library would still be available.

You can set up a recurring date range. Your

. i Reservation
options are daily, weekly, monthly and yearly.
For a class that is a onetime occurrence, you Group: | Community Ed ™
will need to click the radio button that is
Iabeled Day Create/Add Reservations
Purpose: WIDB Christmas Cookles
For an event/ class that happens once a
. . Start Time: | g:30 PM End Time: |B:30 PM
week, click the Week radio button, then the
1* Per Week radio button. Choose the day of Start Date: | 12/15/2008 = End Date: |12/15/2008 &
the week that the class occurs on.
@L} Week (_j Month (_) Year
Reservation ay from Start Date to End Date
Group: l Community Ed rJ
Create/Add Reservations
For an event/class that happens multiple
Purpose: W10% Tadpoles | times in the same week, click the Week
Start Time: | 7:15 pPM End Time: | 7:45 PM radio button, then the Multiple Times Per
———— e Week radio button. You will also need to
Start Date: | 01/05/200% _Z End Date: 03/31/2009% g click on the corresponding Week radio
\ button. If the event/class happens every
week for an extended time you will need
() Day (o) Week () Month () Year to click all of the weeks, Wk1
() 1*PerWeek () Multiple Times Per Week throughWk5.
/ ) By Day Number ¢ For example: To have an event/class
(Osu OMe (Tu (O we (JTh (O Fr () sa that meets on the first Monday of the
month, choose the Week radio button,
the Multiple Times Per Week button, the
Mo checkbox and the Wk 1 checkbox.
For an event/class that occurs once a month, . o
click the Month radio button, you then choose =11 thes
the By Day Number radio button. If it occurs Group: | Community Ed )
on the last day of the month, you will need to
choose that button. Create/Add Reservations
Purpose: WIi0% Tadpoles
Start Time: 7:15 pPM End Time: |7:45 PM
Start Date: | 01/05/200% g End Date: |03/31/200% _3
() Day (_) Week (=) Month (_) Year
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After you have set your date(s) and selected your space you will need to check the availability of the space for

your event.

Reservation

Group: L Community Ed

vJ Fermit:

Create fAdd Reservations

Purpose: WI09 Preschool Gupples 2

Start Time: | 7:00 PM

Start Date: |03/16/2009%

et

Every Day from Start Date to End Date

l .J‘fﬂ': Check Availability ]

L 2009-03-25

L 2005-03-30

¥ | 2008-04-01

I\_f‘ 2005-04-D6

I‘_q 2005%-04-D8
(& print

it

) Day (=) Week (_) Menth |

|
oy

Space

Fool

Fool
Fool
Pool

Pool

05/2%/2008 &

¥ |E Spaces =

7:45 PM | |J Cedarville Elementary Scho

[ [ Gralnwood Elementary Scho

»| |3 JFK Elementary School

¥ [ | E5 Kenwood Middle School

[] Auditorium -
L | Cafeteria
»| |3 Gym
L | Media Center (IMC)
|¥] Pool Bl

| [E] create | | @ Ada |

Conflict
7:00 PM-7:45 FM Kenwood Middle School:Fool V| *

7:00 PM-7:45 PM Kenwood Middle School:Fool ¥

[l pone

Before you create a reservation you MUST check availability!

The software will go out and look at all of the reservations. In the table under the check availability
button, it will list all of the dates that you are trying to create a reservation for.

I -."_,J’ Check Availability J

Date Space
|| | 200%-03-25 Pool
| | 200%-03-30 Pool
v  2pD%-D4-D1 Pool
|u_l’| 2009-04-06 Pool
[«  200%-04-08 Pool

(=) Print

| [5] create | | ©) Add |

Conflict
7:00 PM-7:45 PM Kenwood Middle School:Pool V[

7:00 PM-7:45 PM Kenwood Middle School:Pool ¥

]
|1 Done
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If there is not a conflict with the date it will be listed and will have a check in the checkbox. If there is
a conflict, the checkbox will be unchecked and the conflict will be listed. You can override a conflict
and choose to schedule the date anyway. To do that you would just check the checkbox.

| 2 Check Availability | | [=] create | | © Add |
Date Space Conflict
2009-03-25 Pool 7:00 PM-7:45 PM Kenwood Middle School:Pool V|~
2009-03-30 Fool 7:00 PM-7:45 PM Kenwood Middle School:Pool ¥
2009-04-01 Paol
v | 2005-04-06 Paol
v] | 200%-04-08 Paal n
LzED Print || Done

Conflict Override

A button that allows you to “Check All” items in the reservation table allows you to override all the conflicts with
the push of one button. This is useful for instance when scheduling swimming pools when you know that there
are already other groups in use of the pool but you want
to override the conflict anyway.

The reservation will be made when you click the
Create button.

If you have an existing reservation and you want to
add an additional date(s), you would go through the
reservation process as described above. Instead of
e creating the reservation you would click the Add
button.

The difference between the create button and the add button is the add button presents you with a
menu of existing events to add this date too.
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Reservations

Reservations Tab
The reservations tab of the reservations screen allows you to look at and modify existing
reservations.

Reservation
Group: ( Community Ed v Permit:
Create/Add Reservations
Reservations: | Adult Lap Swim M/W #2 v | © Delete || |=| Save |
Purpose: Adult Lap Swim M/W #2
Setup Min.: 0 Teardown Min.: 0
Events Notes Room Setup Special Instructions
| @ | | Date Start End Space
2008-10-03 8:00 PM 9:00 PM Kenwood Middle SchoolPool
2008-10-05 8:00 PM 9:00 PM Kenwood Middle SchoolPool
2008-10-10 8:00 PM 9:00 PM Kenwood Middle SchoolPool
2008-10-12 8:00 PM 9:00 PM Kenwood Middle SchoolPool
2008-10-17 8:00 PM 9:00 PM Kenwood Middle SchoolPool
2008-10-19 8:00 PM 9:00 PM Kenwood Middle SchoolPool
| (=) Print J l [I] Done |

To see your reservations, click on the Reservations drop down menu. Your reservations will be listed
there. The table will automatically fill in with your dates tied with the reservation. To delete the
reservation completely you would just click the delete button. You will be prompted with a
confirmation box to confirm that you actually want to delete the reservation. To rename the
reservation you can write over the title in the purpose box and then click the save button.

The set up and teardown minute boxes allow you to track how much time you will need for the setup
and tear down for this reservation.

The events tab lists the events for the reservation. To delete a single specific date from the
reservation, click the row that the date appears in and click the minus button.
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Reservation - [750]

Group: * L Fall Winter Spring 09-10 v J Permit:
Create/Add Reservations
Reservations: | Alg1A Algebra 101 v | | [J Delete J 1 ld Save J
Purpose: AlglA Algebra 101
Events Notes Room Setup Special Instructions

@ Date Start End Set  Tear Space

/ 2013-06-03 2:30 PM 3:30 PM 0 0 John Henry High School:Room 250
2013-06-05 2:30 PM 3:30 PM 0 0 John Henry High School:Room 250
2013-06-10 2:30 PM 3:30 PM 0 0 John Henry High School:Room 250

— 2013-06-12  2:30 PM 3:30 PM 0 0 John Henry High School:Room 250
2013-06-17 2:30 PM 3:30 PM 0 0 John Henry High School:Room 250
2013-06-19 2:30 PM 3:30 PM 0 0 John Henry High School:Room 250
2013-06-24 2:30 PM 3:30 PM 0 0 John Henry High School:Room 250
2013-06-26 2:30 PM 3:30 PM 0 0 John Henry High School:Room 250

(s, Print | % cancel | | | Save |

The notes tab allows you to create any notes that you would need for the reservation.
The room setup tab allows you to create any special instructions for how the room should be setup for

the reservation.

The special instructions tab allows you create special instructions.
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Usage Requests

A link can be added to the RevTrak web store that will allow the public to request use of a space within your
facility. Any building or space that is set up in RegWerks can be setup to allow the public to request usage.

8 06 Web Store
(1_/) @ https://yourschoolhere.revtrak.net/tek9.asp & | (B~ Google Q) (a] (B

Your School Here

Welcome to the Web Store

Browse
g:f;: z'c'@fs ATTENTION: This Web Store is for demonstration purposes only and is not live.
De'sig":{:.,ow Donation Payments made on this Web Store will not process.
Donations

Field Trip

Food Service

Spirit Wear

Student Fees & Balances
Transportation
Yearbooks

Your Family's Fees - IC

Calendar: Events
Calendar: Usage Request

Reg. Form: Activities

Reg. Form: Dance

Reg. Form: Field Trip
Registration: Community Ed

Food Service

Shopping Cart

Links & Account Edits
Web Store Home
Contact Us

My RevTrak Account
Password Reminder
Policies

From the RevTrak web store links to the Usage Request form are usually placed on the left navigation panel.
When the link is clicked the user will be taken to the Usage Request form.

eo0o Usage Request
@I @ yourschoolhere.revtrak.net/tek9.asp?pg=RW_Usage_Reques ¢ | (B~ Google Q) (s (B~

Your School Here

Welcome to the Web Store

Browse

g::: 'I(;:;e(s If you are interested in reserving space, please complete the Facility Usage Request form
Designate Your Donation below, or call us for more information at 555-123-4567.

Donations

Field Tlnp Please note that there is a $10.00 processing fee for submitting a usage request.

Food Service "

Spirit Wear * Required field

Student Fees & Balances

Transportation Contact Info

Yearbooks

* Group:
Your Family's Fees - IC
* Use Purpose:
Calendar: Events

Calendar: Usage Request * First: Bill * Last: Williams
Reg. Form: Activities * Email: mwill@regwerks.com

Reg. Form: Dance

Reg. Form: Field Trip * Address: 1515 Main Street

Registration: Community Ed

Shopping Cart

* City: Anytown * State: |MN * Zip: 55352
Links & Account Edits NOTE: One of the ing phone is requil to proceed.
Web Store Home Home Phone:
Contact Us
My RevTrak Account Work Phone:
Password Reminder
Polici Cell Phone:
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Once completed, the request for space usage will be displayed in RegistrationWerks and found listed under
Usage Request awaiting approval.

806

RegistrationWerks v40009

@_@ https:/ /yourschoolhere.facilitywerks.com/admin/Flex/facilitywerks.html?sessionid=4

e | (B~ Google

3)(#)(@)

Main Setup

Usage_Request - 22

Main

[ schedule

@

Reservation
Usage Requests
Building

Space

Group

Question Profile
Course

Class

Manager

Instructor

SphiOREYDED

Person

Request Made Date

2010-02-24
2010-03-31
2010-04-20
2010-04-20
2011-07-15
2011-07-21
2011-07-21
2011-07-21
2011-09-27
2011-09-30
2011-10-24
2011-11-02
2011-11-21
2011-11-21
2012-04-20
2012-05-31
2012-06-28
2012-07-03
2012-07-17
2012-11-01
2012-11-01
2012-12-18

© Add 3 Delete L | [Usage_Request]Complete v

Lo
Group Name
Giris Scouts Troop 28563
Test
Ultimate Frisbee Tournament
Red Cross
8oy
City Council
Glrls Scouts
PTA
PTA
7th And 8 Grade
Pta
Cub Scouts
PTA
PTA
PTA
Boy Scouts
PTA
Wwedding
Glrl Scout Troop #3104
Surfer Club
PTA
PTA

General Request Information Tab

Usage Request - [666]

Purpose: Meeting

General Request Info.

Question Answers

Group:

Cont... Billing

First, Last:

Email:

Address

H: w:

Check for avallabllity in Building:

L John Henry High School

| g8Add || £} Existing |

)

l ¢3¢ Check Availability J

Date Start End

2012-05-02 3:00 PM 5:00 PM
Space

[_| ' John Henry High School:Commons

] close

Setup
0

Conflict

Teardown
0

Space Type
Meeting Room

L | Email J L H Create Reservation & Complete J

Awaiting Approval | v

Request Status
Awalting Approval
Awaiting Approval
Awaiting Approval
Awaiting Approval
Awaiting Approval
Awalting Approval
Awaiting Approval
Awalting Approval
Awaiting Approval
Awaiting Approval
Awaiting Approval
Awaiting Approval
Awalting Approval
Awaiting Approval
Awaiting Approval
Awaiting Approval
Awaiting Approval
Awalting Approval
Awaiting Approval
Awaiting Approval
Awaiting Approval

Awalting Approval

When a customer fills out the
usage request in the web store,
they must provide a group. You
can either use the Group
information the user entered to
create a new group or you can
choose to add the request to an
existing group. To create a new
group click the Add button to add
the request to an existing group
click the Existing button.

Question Answers Tab

The answers to all of the questions
asked at the time of the request are
located under the questions tab.
The answers can be changed if
needed by clicking into the Answer
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Usage Request - [879]

Purpose: Family Reunion
General Request Info. Question Answers
Question Answer
AV equipment? No =
Other equipment/materials? Yes
Food service staff? No
Will you be bringing food? Yes
Check the box to agree: X
Na v have a currant narmit? Na
Check for avallability in Building: | - Select One - v | [ &8 Check Availability J
Date Start End Setup Teardown Space Type
2013-05-22 2:00 PM 8:00 PM 0 0 Auditorium
Space Conflict
[ ﬂ Close | ( &4 Email | ( H Create Reservation & Complete |

The dates and time details for each date requested will be listed in the table in the middle of the screen. To
check for availability select a building to check on then click on the date from the list. Click the Check
Availability button and all spaces assigned to the space type in the chosen building will be listed in the lower
list.

To select a space to be used for the reservation check the checkbox in front of the desired space. If you would
like to use the system to notify the customer of the outcome, approved or denied, click the email button and
your computer’s default email software will open and create a response email. Once an email has been sent
click the Create Reservation & Complete button to complete the request.

The fulfillment of your usage request is as follows:

Meeting Room 2012-05-02 3:00 PM - 5:00 PM Unable to fill
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Building

Buildings allow you to create all of your Buildings for your organization.
narrow searches for rooms or reports.

You may then use the buildings to

@00 RegistrationWerks v40007 "
@ @ https:/ /yourschoolhere.facilitywerks.com/admin/Flex/facili 34548-7174-3081 & | (23~ Google Q) (& (B[
Main  Setup Building - 12

(@ Add [ O Detete | [ i ][ (£]] touncingname - L
Main Name Address city state | Zip

Apple Valley High School 11837 Navajo Road Apple Valle MN 92308
P schedute op y Hig ! opl Y

Community Education Building 10700 Lyndale Ave. S. Bloomington MN 55420

< Reservation
= Cresco Fitness Center 130 North Park Place Cresco iy 52136

(& Usage Requests Crestwood Middle School 10700 Lyndale Ave. S. Bloomington MN 55420
Ll Building Eagle Ridge Elementary 450 Eagle View Rd Lakeland MN 55111
Space Highland Elementary 400 Highview Dr Lakeland MN 55111
5 Group John Henry High School 200 15t Ave Lakeland MN 55111
= Julian Thomas Elementary 930 Martin Luther King Dr. Racine wi 53404
Question Profile

Kelly Inn St Cloud MN
@ course Lakeview Elementary 1 Lakeview Dr Lakeland MN ss111
[ class North Park Elementary 4748 Elizabeth St. Racine wi 53402
D, Manager Pineview Middle School 3 Pine View Rd Lakeland MN 55111
£ nstructor
il Person

Setup

Adding a Building

You can add as many building as you need.

To add a building, click the Add button.

Type the name of the building. Add the address. Adding the address allows the location to show up on the

user side with Google Maps. When finished click Save to save or Cancel to cancel your work without saving.

Editing A Building
To edit a Building, click on the name of the Building that you would like to edit. The Building will come up.
Type in any correction to the name or address and click Save to save or Cancel to cancel without any

changes. Saving or canceling will return you to the Building list.

Deleting A Building

From the Building list, highlight the Building you want to delete (click in the box but not on top of the words) and

click Delete. A dialog box will pop up to confirm or cancel. To complete the delete you must click the OK

button.
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Space

Space allows you to create your Space in each Building. This could be a classroom, a gymnasium, a portion
of a gym, or anything else you reserve in your Building.

e 006 RegistrationWerks v40007
@ @ https://yourscl ilitywerks. dmin /Flex/facilitywerks.ht 34548-7174-3081 c [ (48~ Google Q) @ (B3~
Main  Setup
(@ add | @oetete | [ £)) (Sprcethame | ~J L
Main Name Space Type Building
B schedule Cafeteria Cafeteria Eagle Ridge Elementary
Commons Auditorium Lakeview Elementary
9 Reservation Commons Meeting Room Eagle Ridge Elementary
[ Usage Requests Commons Meeting Room John Henry High School
Lsl  Building Commons Auditorium Crestwood Middle School
Space Court 1 Gymnasium Lakeview Elementary
5 Group Court 2 Gymnasium Lakeview Elementary
_ Deep Blue Sea Classroom Community Education Building
Question Profile
East Gyn Gymnasium Pineview Middle School
. course Field 1 Fiel Pineview Middle Schoo!
[ cass Field 1 Field Lakeview Elementary
S, Manager Field 2 Field Pineview Middle School
£ nstructor Fleld 2 Field Lakeview Elementary
@ Person Fleld 3 Field Lakeview Elementary
Field 4 Field Lakeview Elementary
Field 5 Field Lakeview Elementary
Fleld 6 Field Lakeview Elementary
Field A Fleld Highland Elementary
Fleld A Field John Henry High School
Field B Field Highland Elementary
Fleld B Field North Park Elementary
Fleld B Field John Henry High School
Gym Gymnasium Lakeview Elementary
Gymnasium Gymnasium Cresco Fitness Center
Jungle Mania Room Classroom Community Education Building
Laboratory Laboratory John Henry High School
Setup North Gym Gymnasium Eagle Ridge Elementary =

Adding a Space

You can add as many Spaces as you need.
To add a Space, click the Add button.

Type the name of the Space. It has to have a parent Space that you would need to choose from the drop

down menu. An example of a parent Space would be Gymnasium, which would be the parent space for the
North Gym and the South Gym. And the parent space for the gymnasium would be the building. You also
need to choose the space type. The capacity lets you track how many people a space can accommodate.

Attributes: The Attributes tab allows you to put descriptive attributes to space. You can then search for
spaces based on the attributes you need. i.e. the space has a sink

Fee Class: The Fee Class tab allows you to adjust the fee for the space based on who is using it.
Description: The Description tab allows you to write a general description of the space.

When finished click Save to save or Cancel to cancel your work without saving.
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Editing A Space
To edit a Space click on the name of the Space that you would like to edit. The Space will come up. Type in

any correction to the name or description and click Save to save or Cancel to cancel without any changes.
Saving or canceling will return you to the Space list.

Deleting A Space

From the Space list: highlight the Space you want to delete (click in the box but not on top of the words) and

click Delete. A dialog box will pop up to confirm or cancel. To complete the delete you must click the OK
button.

Group

Group allows you to create the individual groups that will be using the various spaces. This could be an
internal group or an external group that will be renting the space you reserve.

8006 RegistrationWerks v40007
- - N (=)
K‘/ @ https://yourschoolhere.facilitywerks.com/admin/Flex/facilitywerks.htmi?sessionid=403434548-7174-3081 C | (2§~ Google Q) (A
Main Setup
©add || O velete | | [ &) [ LGroupiname b L
Main Group Address city state | zip
P 1st and 2nd Grade Students 8855 2nd St New City MN 55420
™ Schedule
Adult Education

5 Reservation

- Boy Scouts 10800 Lyndale Ave S Bloomington MN 55420
&) Usage Requests City Councl 14218 Park Ave Burnsville MN 33557
Ll Building Community Group 10800 Lyndale Ave S Bloomington MN 55420
= space Elementary Students 8822 2nd st Bloomington mn 55420
% [oroue Fall Winter Spring 09-10

— Girls Scout Troop 007 1212 Thin Mint Road Acme MN 55011
Question Profile

— High School Students 845 3rd St New City mn 55420
Course Middle School Students 2244 3rd St New City mn 55120
[ class Park and Rec
S, Manager Pre-Schoolers 2244 315t St Edwin MN 55223
L Instructor Racine 2009 Summer School 222 15t Ave Elko mn 22222

Surfer Clup His Address His Place HI 55614
Person

Tupperware Today Her Address Her City KS 55420
Y

Setup

Adding a Group

You can add as many Groups as you need.

To add a Group, click the Add button.

Type the name of the Group. It has to have a Group Type and a Fee Class that you would need to choose
from the drop down menu.

Contact: The Contact Tab allows you to enter the contact information for the person in charge of the group.

Billing: The Billing Tab allows you to enter the billing contact information for the group. If it is the same as the
contact information, you can leave this tab blank and it will default to the contact information.

Notes: The Notes tab allows you to create notes that pertain to the group.
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Reservations: The Reservations tab lists all of the reservations made for the group.

Editing A Group

To edit a Group click on the name of the Group that you would like to edit. The Group will come up. Type in
any correction to the name or description and click Save to save or Cancel to cancel without any changes.
Saving or canceling will return you to the Group list.

Deleting A Group

From the Group list: highlight the Group you want to delete (click in the box but not on top of the words) and
click Delete. A dialog box will pop up to confirm or cancel. To complete the delete you must click the OK
button.
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Question Profile

The Question Profiles allows you to create a base set of questions that can be set up once and used over and
over with multiple courses. It basically works the same as the questions tab under Courses. It is a global set
of questions. To add a profile of questions you click the add button in the toolbox along the top of the screen.
Questions allow you to add and tailor questions to the registration for the specific course on the website. You
can have as many questions as you like, and the type of question can vary. To add a question, click on the
plus sign to the left of the box. To delete a question highlight the question with one click and then click on the
minus sign.

Question Profile - [27]

Name: * Waiver
Questions
( @ Order Label Type
ﬁ 1 Participant Liability Waiver and Hold Harmless Agreement Heading
Please read this form carefully and be aware that by registering for Label Only
10 <b>Risk of Injury</b> - "As a participant in the program, or as a ¢ Label Only
15 <b>Walver of Injury Claims</b> - "I agree to walve and relinquish Label Only
20 <b>Release from Liability</b> - "I do hereby fully release and disc Label Only
25 <b>Indemnity and Defense</b> - "I further agree to indemnify, hc Label Only
30 <b>I have read and fully understand and agree to the above Partic Label Only
35 Please check the box to agree. Checkbox
/ Preview | ® cancel || ld Save |

When you click the Add button a question window will pop up.
Question

Fleld Label:

Field Type: == Select One — v

Order: 0

Report Column Heading:

LXCanoeI]LHSaveJ
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Question Types

The Field Label is the actual question you want to ask. The Field Type is a drop down menu with the type of

question. The order allows you to put your questions in a specific order. The required checkbox allows you to
require that a specific question is answered for a registration to take place.

Question

Field Label:

Field Type: [ Select One — v

Order: 0

Report Column Heading:

LxCanoelJ[HSaveJ

Text Area
Question A Text Area question allows for an open entry box similar
to a comment box. The columns and rows allow you set
Flel Label: the size of the entry box. Columns refers to the width of
Fleld Type: | TextArea M the text box and Rows will create the height of the text
Order: 0 box.
[_] required

Columns 0
Rows: 0

| ¥ cancel H@s“e J
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Text

Question

Fleld Label: Emergency Contact Name

Field Type: | Text v |
Order: 10
|| Required
Report Column Heading: Emergency Contact Name
Size: 25
Length: 65

Value:
| % cancel J(irjsave J

eckbox Question allows a question with a checkbox
be created. The Value is the default value that is a
static answer. This will be reported on the Excel
spreadsheet reports. The checked box determines
the box is defaulted as checked or unchecked.

Radio Button

Question

Fleld Label: Are you playing sports this season?

Fleld Type: | Radio Button v |
Order: 10
V] Required
Report Column Heading: Playing Sports?
( (+) | | Radio Items Cost Question Profile
No -5
L3

Yes 10 Emergency Contact Info

¥ cancel | | ad save J

Select List

Question

Field Label: T Shirt Size
Field Type: | Select List v |
Order: 5
|| Required
Report Column Heading: Size
| (+) |  Select Items Cost Question Profile
Youth Small 0.00 =
(L3
Youth Medium 0.00
E Youth Large 0.00
Adult Small 0.00 M

\xcanoeIMHsaveJ

A Text question allows for a line of text to be entered.
The size is the number of characters displayed for the
text line. The length is the number of characters the field
can accept. Value allows for an answer or format to be
displayed.

Checkbox
Question A
Ch
Fleld Label: Have you completed Jr. Lifeguarding (Level 6D) to
Fleld Type: | Checkbox v |
Order: 37
|_| Required if
Value: Yes
[ checked

| X cancel | | [=] save J

A Radio Button Question allows various static answers
that can be selected. To create the various answers, click
on the Add button. Once a line has been added, click into
the line and add the various answers. You can also
change the price of the class based on which radio button
is selected. The price can be affected in either a positive
or negative way, by entering a positive or negative
number. You can also attach a Question Profile, which
will allow you to ask additional questions based on how
the radio button question is answered. This is called
question based questioning.

A Select List Question allows a list to be created with
various static answers that can be selected. To create
the various answers, click on the Add button. Once a line
has been added, click into the line and add the various
answers. You can also change the price of the class
based on which item is selected. The price can be
affected in either a positive or negative way, by entering a



positive or negative number. You can also attach a Question Profile, which will allow you to ask additional
questions based on how the radio button question is answered. This is called question based questioning.

Heading
Question
Field Label:
Field Type: | Heading v |
-«
Order: 0
Cancel = save
(X =] J
Question
Field Label:
Fleld Type: [ Line v |
-~
Order: 0
¥ cancel = save
X J [El save |
Question
Fleld Label: Please read this form carefully and be aware that by registering for
and participating in this program or by registering your minor
child/ward for participation in this program, you will be walving
your rights and/or the rights of your child/ward to all claims for
injuries you and your minor child/ward might sustain arising out of
this program and you will be required to indemnify, hold harmless,
and defend YourSchoolHere for any claims arising out of
participation in said program(s).
Fleld Type: | Label Only v
Order: 5

lxcancaeljtkrjsave}
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A Heading allows a heading for a group of questions to be
created. An example would be that you have 5 questions
and 3 are related to family information and 2 are related to
class needs. You could create a header to divide them
and create clarity. A header is in a larger and bolder font
as compared to the questions.

Line
A Line draws a horizontal line between questions. It can
act as a division or help create clarity.

Label

A Label is a field that allows you to enter information that
will display for the customer. It displays the information in
a paragraph style formatting.



Question

Field Label:
Field Type:
Order:

Profile:

questions.

Question

Field Label:
Field Type:

Order:

Report Column Heading:

Validation List:

Question

Field Label:
Fleld Type:

Order:

Report Column Heading:

Emer Cont Info

| Question Profile v

10

| Emergency Contact Info

| % cancel | | [ save |
Please enter your student ID number.
| Import List Validation v
1
Import Validation type guestions are always reguired.
Student 1D number
| Student v |
| % cancel | | [of save |

T Shirt Size

| Check All v

5

Size

Check All Items Cost

Youth Small 0.00
Youth Medium 0.00
Youth Large 0.00

Adult Small 0.00

f

.xcanoellesave‘
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Question Profile

Once the profile has been created, under the Course
Window and the Question Tab you can choose the
Question Profile. The Profile acts in the same manner as a
standard question. You would choose question profile
from the Field Type drop down menu. When you do
another drop down menu will appear and allow you to
choose the profile that you would like. You can choose
the order that you would like the profile to appear in. It
can be mixed in with questions that are course specific

Import List Validation

An Import List question allows you to ask a student’s ID
number and compare it to a list that is imported into your
RevTrak web store. The ID number and the student’s last
name must match the number and name that have been
imported to the web store.

Check All

A Check All question allows for multiple answers to be
selected. To create the various answers, click on the Add
button. Once a line has been added, click into the line
and add the various answers. You can also change the
price of the class based on which item is selected. The
price can be affected in either a positive or negative way,
by entering a positive or negative number.



Question Profile - [27]

Name: * Walver
Questions
[+] Order | Label Type
Tl Participant Liability Walver and Hold Harmless Agreement Heading
g H Please read this form carefully and be aware that by registering for Label Only
10 <b>Risk of Injury</b> - "As a participant In the program, oras a ¢ Label Only
15 <b>Walver of Injury Claims</b> - "I agree to walve and relinquish Label Only
20 <b>Release from Liability</b> - "I do hereby fully release and disc Label Only
25 <b>Indemnity and Defense</b> - "I further agree to indemnify, hc Label Only
30 <b>I have read and fully understand and agree to the above Partic Label Only
35 Please check the box to agree. Checkbox
/ Preview ‘/ % cancel |l Save

Question Preview

The button in the lower left hand corner of the question profile window and also in the questions tab of the
course window allows you to preview the questions while you are creating them to adjust the appearance and
proof them.
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Course

Course is the broad category for each class. A class is each offering of a specific course.

Example: Course -- Preschool Guppies #1
Class — Monday nights at 7:00pm
Class — Monday nights at 8:00pm

To add a course click on the add button in the upper left corner. This will bring up a Course window. Required
fields are indicated by a *. Add a Title for the Course. Select a Program from the drop down menu. Select the
Inactive check box for any courses that are inactive. By doing so, you can filter out your inactive courses from
the Course entry screen.

Course - [5093]

Title: * Adult Health and Fitness || Inactive
Program: * | Community Education v |
General Arrangements Web Classes Questions Expenses & Email
Account Code: * 003 v
Manager: * _ Miller, Troy -
Category: * ‘ Enrichment v
Meetings: * —6
Topic: ‘ Health and Wellness v Topic 2: | Fitness v |
Go Limit: 712 Reg. Limit: 24
Price: m
Comments:
| (= Print || ) Add Class J | % cancel | | ld Save J

General Tab

Under the General Tab, you will need to select a manager from the drop down menu. A manager is the
person managing the class. For example you may have a pool manager that manages all the swimming
Courses. In the web store when a customer requests more information, the email will be sent to the manager.

Select a Category from the drop down menu.

Type the default meetings count. This is primarily for web display purposes. It does not tie down the actual
number of meetings for each Class.

Topics are a way to cross-reference Courses in the web store. Each Course can have two topics.
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Type the default Go Limit. A Go Limit is the amount of students that it would require to proceed with the class.
The system is not limited by the Go Limit that is set for a class. It is purely for information purposes.

Reg Limit is the maximum amount of students a class can have registered through the web store.

Price is the default price for each class. Go Limit, Reg Limit, and Price becomes the default for each class
offered. You will have the ability to override this on each individual class.

Comments: This area is allowed for internal comments. These comments will not be displayed anywhere in
the web store.
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Arrangements Tab

Under the Arrangements Tab you can add specific instructions for each course. You will then be able to be
print them on the facility setup reports.

Course - [5093]
o Title: * Adult Health and Fitness || Inactive
| P
Program: * [ Community Education vJ
|
| General Arrangements Web Classes Questions Expenses & Email
Room Arrangement: AV Equipment:
Instructional Aids: Books/Instruments:
|
|
Miscellaneous Supplies: Special Instructions:
i Print | | ) AddClass | | X cancel | | [ save |
|
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Web Tab

Under the Web Tab the information displays in the web store under the Course headings.

Course - [5093]

Title: * Adult Health and Fitness || Inactive
Program: * | Community Education v |
General Arrangements Web Classes Questions Expenses & Email
Website Title: Adult Health and Fitness Sort: 0
Password:

Brochure Info:

If you are new to exercise or have been away for awhile, join us for a fun, easier paced workout to help you gently
rediscover health and vitality. Class format Is designed to improve your cardio, strength and flexibility.

Show Map Link Custom Map Link:

[«

Show More Information Custom Info Link:

Q

Show Tell A Friend

[«

Show Remind Me

[«

Show Subscribe to Calendar

[«

| = Print | | ) AddClass | | ¥ cancel | | [ save |

Website Title: The Website title is the title of the course, as it will appear in the web store. It does not have to
be the same as the Title of the Course.

Sort: The software automatically sorts the Courses in alphabetical order. By entering numeric values in the
Sort field the software override the alphabetical sort and puts the courses in numeric order.

Password: The Password field allows you to password protect a class. For a customer to register for the
class they will need to provide the password for any classes that are created under the course.

Brochure Info: This field allows you to enter a description of the course. The brochure information will be
displaying on the Course list page in the web store as well as the class detail page. On the Course list page
the character will be cut off after 180 characters. All of the Brochure Information will be displayed on the Class
Detail page.
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8006 Demo Web Store | Registration

(v yourschoolhere.revtrak.net/tek9.asp?pg=Registration C | (*9~ Google Q)

Your School Here v

Welcome to the Web Store!

Browse

Band Tickets Aerobics

Child Care . i _ Event Actions

Designate Your Donation Group: Fall Winter Spring 09-10 .

Donations Date: 5/2/2013 - 12/12/2013 ;35 Map This Event

Field Trip Days: Thur © Request Information
Food Service Time: 3:00 PM - 7:00 PM @ Remind Me

Spirit Wear thne  Dinsark .

Student Fees & Balances Locatl'nnA Pineview Middle School & Tell A Friend
Transportation Room: ~ East Gyn [ Subscribe To Calendar

Yearbooks Instructor: Thomas Winslow

Price: $85.00 N
Your Family's Fees - IC = Register for this Class

Calendar: Events CLICK HERE to Register for this Class

Calendar: Usage Request

Info
Reg. F"'mf Activities Think of aerobic activity as being long in duration yet low in intensity. Aerobic activities include: walking, biking, jogging, swimming, aerobic
Reg. Form: Dance classes and cross-country skiing.

Reg. Form: Field Trip
Registration: Community Ed | cardiovascular Benefits

Aerobic exercise conditions the heart and lungs by increasing the oxygen available to the body and by enabling the heart to use oxygen more
School Reg Fees efficiently.

Shopping Cart

» Display All Dates
Links & Account Edits
Web Store Home
Contact Us

My DavTral Arcaint

Show Map Link: By checking this checkbox, you are choosing to display “Map This Event” under the Event
Actions in the web store. This will open a new tab/window with a Google Map to the Building address of the
class location.

Customer Map Link: By entering a customer map link, this allows you to override the Building location.

Show More Information: By checking this checkbox, you are choosing to display “Request Information”
under the Event Actions in the web store. This allows the customer to enter their email address and submit a
question. Once they submit the question it will be emailed to the manager of the class.

Request Information

Your Email

Your Question

Custom Info Link: By entering a website address, this overrides the “Request Information” action and will
display the website within the web store frame.

Show Tell a Friend: By checking this checkbox, you are choosing to display the “Tell a Friend” under the
Event Actions in the web store. This allows the customer to enter their name and a friend’s email address.
The software will send an email to the friend’s email address with the details of the class.

76



Tell A Friend

Your Name
Friends Email

Submit

Show Remind Me: By checking this checkbox, you are choosing to display the “Remind Me” under the Event
Actions in the web store. This allows the customer to enter and email address and a reminder will be sent to
the email address in the increment that the customer selects. (1, 2, 4, 8 12 Hour or 1, 3, 7 Days)

Remind Me

Remind Me| 1 Hour + | Before the event.

Send email to:

Show Subscribe to Calendar: By checking this checkbox, you are choosing to display the “Subscribe To
Calendar” under the Event Actions in the web store. This allows the customer to subscribe to the schedule of
the class using iCal, Google Calendar, Outlook or other calendaring subscription software.
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Classes Tab

The Classes Tab lists each class offered for that course. You can double-click the class and it will take you to
the class window. This is the historical listing of each time a class has been offered under this course. It lists
the Class Number, Start Date, Location, Price, Enrollment count, Class Go Limit and Status.

Course - [40218]
Title: * Watercise || Inactive
Program: * | Adult Community Education v |
General Arrangements Web Classes Questions Expenses & Email
Class # Start Date Location Price Enrolled Go Limit Status
2012 - Fall 13W 2012-09-12 106 19 0 Complete
| om Print || ) AddClass | ( #K cancel J | |l Save |
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Questions Tab

The Questions Tab allows you to add and tailor questions to the registration for the specific course on the
website. There are two types of questions.

Course - [40218]

Title: * Watercise || Inactive
Program: * | Adult Community Education v |
General Arrangements Web Classes Questions Expenses & Email

Standard Questions

|| Date of Birth || Emergency Contact
|V] student Grade | Select | |_| Special Considerations
Selected Grades: All Available

Custom Questions

( 0 | | Order | Label Type

ﬁ 10 Are you a Webster Aquatic Center member? Radio Button
( J
( # Preview |

| (s Print | | ) Add Class | ( #K cancel ) kel Save J

Standard Questions: By using these questions, the information can then be reported on standardized
reports.

Student Grade: By selecting Student Grade and clicking the Select button, you can choose the grades
available. The grade choice selection will pop up and allow the user to select the student’s grade.

Special Considerations: This uses a text area question that is required. It allows the registrant to enter any
special considerations that they would like to make the teacher aware of.

Custom Questions: allows you to add and tailor questions to the registration for the specific course on the
website. You can have as many questions as you would like, and the type of question can vary. To add a
question, click on the plus sign to the left of the box. To delete a question highlight the question with one click
and then click on the minus sign.

The Field Label is the actual question you want to ask. The Field Type is a drop down menu with the type of
question. The order allows you to put your questions in a specific order. The required checkbox allows you to
require that a specific question is answered for a registration to take place.
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Question

Field Label:

Field Type: L -- Select One — v J

Order: 0

Report Column Heading:

[xCanoeIJlHSaveJ

See the Question Descriptions under the Question Profile section of this manual to learn about the
various types of questions.
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Expenses & Email Tab

Course - [40218]

Title: * Watercise || Inactive
Program: * | Adult Community Education v |
General Arrangements Web Classes Questions Expenses & Email
Expenses
[ 0 | Description Type Qty Cost Each
0 0
LaJ
0 0

Conf. Email:

Registration Email

| = Print | | ) AddClass | ¥ cancel || el Save

Expenses: This allows you to track all of the internal expenses that are associated with this course. To add an
expense: click on the plus sign, you will then need to double click in the description field to start entering your
expense information. Select from the dropdown menu either “Fixed” or “Per Student”. Assign the quantity to
the expense as well as the cost of the expense. You can have unlimited expenses for each of the classes. If
there are expenses listed under the course, they will carry down to future classes created after the Expenses
have been entered.

Conf. Email: Enter the email address of where to send confirmation emails. This can also be
modified at the class level to be class specific.

Registration Email: This allows you to create an email that will be sent to each customer after they have
registered for a class under the course. The email can be used to send out a supply list, a thank you for
registering note, or any other specific information you would like to send to the registrant. If there is a
Registration Email created under the course, it will carry down to future classes created after the Email has
been entered.
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Class

Classes are the specific offering of each course.
Example: Course -- Preschool Guppies #1
Class — Monday nights at 7:00pm
Class — Monday nights at 8:00pm
You cannot add a Class without having a Course.
Also a Class has to be added under the Course window.

To add the class click on the add class button in the lower left hand corner of the course window.

Course - [5093]

Title: * Adult Health and Fitness || Inactive
Program: * | Community Education v |

General Arrangements Web Classes Questions Expenses & Email

Account Code: * 003 v

Manager: * | Miller, Troy v

Category: * ‘ Enrichment o

Meetings: * 75

Topic: | Health and Wellness v | Topic 2: | Fitness v

Go Limit: —12 Reg. Limit: 24

Price: m

Comments:

| = Print ) | % cancel | | o Save |

This action will bring up a confirmation window, and then a new class window. Several items that were set up
in the course window will carry over to the new class windows. The Program and Course carry over and
cannot be changed. You can add a specific class number to the class offered. Note: Class Numbers must
be unique throughout the system. The Active status is the assumed status. The status can be modified in
the drop-down menu to allow you to filter out your active and inactive courses from the Course entry screen.
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General Tab

The first tab in the class screen is the general tab. In this tab the general information about the class is listed.
Account Code, Manager, Price, Go Limit and Reg. Limit are all carried over from the Course screen. These
items can be overwritten to be specific for this class.

Class - [10444]

Class Number: A2-3684 Status: ‘ Active v |
Program: Enrolled:
Course: Waltlist:
Gene... Instructor & Expenses Schedule Arrangements Registration Waitlist
Account Code: | 003 v V| Show On Web
Manager: | Jameson, Cory v | V| Allow Waitlist Registrations
Publish Date: 12/12/2009 [# Publish Time: | 12:00 AM L Show On Year End Statement
Remove Date: 01/26/2013 Remove Time: | 12:00 AM
Reg. Begins: 01/23/2011 [ f Begins Time: 12:00 AM
Reg. Ends: 00/00/00 [ Ends Time: 12:00 AM
Price: $90.00 Price Change: 00/00/00 & New Price: $0.00
Go Limit: 12 Reg. Limit: 19
Comments:
| i Print | | ¥ cancel | | sl Save J

Smror DCNOOY

Publish Date/Publish Time allows you to schedule when the class will a publish in the public web store.

Remove Date/Remove Time allows you to schedule when the class will be removed from the public web
store.

Reg. Begins/Begins Time allows you to set the date and time that the class will be available for registration.
This can be different from the publish date if you would like the class to display before registration opens. If

you do not want to delay the opening of registration you can leave these fields at the default of 00/00/00 and
the registration beginning will default to the publish date.

Reg. Ends/ Ends Time allows you to set the date and time that the registration closes for the class. This can
be different from the remove date if you would like the class to display after the registration closes. If you do
not want to delay the displaying of registration you can leave these fields at the default of 00/00/00 and the
registration ending will default to the remove date.

Standard & Contract Pricing

The radio buttons for Standard and Contract pricing allow you to set the pricing structure for the Class.
Standard pricing is used for classes that have a one-time payment, with the payment being made at the time of
registration. Contract pricing is used for classes that need to have the reoccurring payment functionality.

Standard Pricing — If standard pricing is selected, there are two options the Price and the New Price. The
New Price option is the new price that takes effect on the Price Change date. The Price Change feature allows
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you to change the price of a class at a set date. This would be a price increase on the specific date. Enter the
New Price for the class and not the increased amount.

S R o R — [

Price: $90.00 Price Change: 00/00/00 A; New Price: $0.00

Go Limit: 12 Reg. Limit: 19

Contract Pricing - If Contract pricing is chosen you will be presented with a drop down menu where you select
the Contract that you would like to use for the pricing structure of the class. You will then have the option to
invoice the class on an ongoing basis.

[V PPEN wur vy v i [REIVE T, POy

Contract: [ SACC v

Ga Limit: 0 Reg. Limit: 150

Show on Web

This box has to be checked for the class to show up on the public web store. If you need to remove the class
quickly, you can just uncheck the box and click save. The class will be immediately removed from the web
store.

Allow Waitlist Registration

To setup a class to allow wait list registrations simply click the “Allow Waitlist Registrations” on your class
setup screen

Show On Year End Statement

This checkbox should be selected if the class can be used by your parents for tax reporting purposes. Any
payments applied against classes with this checkbox set will be reported on the Tax Statement reports.

Comments

This area is allowed for internal comments. These comments will not be displayed anywhere in the web store.
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Instructor & Expenses Tab
The Instructor tab assigns the instructor for the specific class.

Class - [173219]
i
Class Number: Some Test Status: | Active v |
Program: Enrolled:
Course: Waitlist:
Conf. Email:
General Instructor & Exp Schedul Arrang ts Registration Waitlist Receipt
Instructor: | Berman, Berman o Contract Sent: 07/01/2011 n;ﬁ
Email: Contract Accepted: | 07/24/2011 [
Address:
*) Flat Rate $0.00
&
(L) % of Revenue
City, State, Zip: (L Per Class Hour
(L Per Enrolled Student
Expenses
| 0 | Description Type Qty Cost Each
0 $0.00
LaJ
Workbook Per Student 1 $7.50
| i Print | ( # cancel J | el Save |

Instructor: Select the Instructor from the drop down menu. All of the instructor’s information will fill in with the
information put into the software for that instructor.

Contract Sent allows you to track the date that the instructor contract was sent to the instructor for approval.
Contract Accepted allows you to track the date that the instructor contract is returned.

Flat Rate, % of Revenue, Per Class Hour, Per Enrolled Student are the choices to track the amount the
instructor will be paid. It is used in the profitability reporting for the class.

Expenses allow you to track all of the expenses that are associated with this specific class. To add an
expense: click on the plus sign, you will then need to double click in the description field to start entering your
expense information. Select from the dropdown menu either “Fixed” or “Per Student”. Assign the quantity to
the expense as well as the cost of the expense. You can have unlimited expenses for each of the classes. If
there were expenses listed under the course, they will carry down to the class expenses as well.
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Schedule Tab

In this tab you can choose to use a facility reservation or to create the schedule information within in the

schedule tab.

" Class - [10444]

Class Number:
Program:

Course:

General

Use Facility Reservation:

Reservation Group:

Date

2013-01-12
2013-01-19
2013-01-26

Schedule Description:

| = Print J

A2-3684 Status: | Active v
Enrolled:
Waitlist:
Instructor & Expenses Schedule Arrang S Registration Waitlist
® Yes Q No / . LLJ
| A2-3684 Adult Health And Fitness v |
Start End Space
9:30 AM 11:00 AM John Henry High School:North Gym
9:30 AM 11:00 AM John Henry High School:North Gym
9:30 AM 11:00 AM John Henry High School:North Gym

txcanoeljlusavej

Use Facility Reservation: By selecting “Yes” you are choosing to use the reservation you have created in the

facility scheduling.

Reservation Group: From the reservation group drop down menu you choose the reservation that coincides
with the class offered. The dates will automatically fill into the table and you can double-check your

reservation.

Schedule Description: You can enter a description that will show on the public website in the class detail

view. Each description is specific to that class offered.
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" Class - [48742]

Class Number: Aquatic Yoga 11 Status: | Active v |
Program: Enrolled:
Course: Waitlist:
General Instructor & Expenses Schedule Arrangements Registration Waitlist
" . ‘/ | 2
Use Facility Reservation: (L Yes (s) No —

Group & Dates

Group: = Select One - v

|| sunday |v] Monday |V]| Tuesday |v]| Wednesday | | Thursday | | Friday [ | Saturday

( @ | Start Dt. End Dt. Start Tm.  End Tm. Location/Space
a | 2012-07-09 2012-11-07 9:00 AM 11:00 AM Crestwood Middle School:
( J

Schedule Description:

| (s Print | | ¥ cancel | | e Save |

Use Facility Reservation: By selecting “No” you are creating a reservation-less class. When you make this
selection a new table appears.

Group: You may still assign a group to the class via the drop down menu. These are the same groups that
you created for facility reservations. You can also leave the group blank if you like.

To designate the days that the class takes place, check the box in front of the appropriate days.

Add Class Schedule information by clicking on the Add button. This will bring up a window to enter the class
location, date(s) and time(s).

_ Date

Building: == Select One -- v |
ol OR
Other Location:
! Start Date: 00/00/00 _dﬁ End Date: 00/00/00 e
Start Time: 12:00 AM End Time: 12:00 AM
| % cancel || |l Save |

Building: You can choose one of your existing Buildings from the drop down menu. This will list the building
name only and not a specific room.

Alternately, you can use the Other Location. Notice it is an OR, you must choose the Building field Or Other
Location, both will not appear if you enter a Building and then information in the Other Location field.

Other Location: This allows you to enter a location if it is not already in your system.
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Start Date: This date acts as the start date of the class. If the class happens only once you do not need to
enter an end date.

End Date: This date acts as the end date for the class. If the class happens only once you do not need to
enter an end date.

Start Time: This is the start time of the class. You do not have to enter time information.
End Time: This is the end time of the class. You do not have to enter time information.

Any information that you do not enter will drop of the class detail page in the web store.

Schedule Description: allows you to enter a description that will show on the public website in the class detalil
view. Each description is specific to that class offered.

' Class - [48742]

Class Number: Aquatic Yoga II Status: [ Active v |
Program: Enrolled:
Course: Waltlist:

General Instructor & Expenses Schedule Arrangements Registration Waitlist

Use Facility Reservation: () Yes (=) No

Group & Dates

Group: | -- Select One -~ v

| sunday |v] Monday |v] Tuesday |v| Wednesday | | Thursday | | Friday [ | Saturday

( @ | Start Dt. End Dt. Start Tm. End Tm. Location/Space
ﬁ 2012-07-09 2012-11-07  9:00 AM 11:00 AM Crestwood Middle School:
L J

Schedule Description:

| im Print | | ¥ cancel | | |d Save |

The button in the upper right hand corner creates a link to this class. The link is copied to your computer’s
clipboard. This link can be used to distribute to your customers for a direct link to the class details page in the
web store.
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Arrangements Tab

Under the Arrangements Tab, you can add specific instructions for each course. You will be able to be print
them out on the facility setup reports.

| Class - [48742]

Class Number: Aquatic Yoga 1I Status: L Active v J

Program: m unity Educat Enrolled:

Course: A c Yo Waltlist:

General Instructor & Exp Schedul Arr Registration Waitlist Invoice

Room Arrangement: AV Equipment:

Instructional Aids: Books/Instruments:

Miscellaneous Supplies: Special Instructions:

() Print k ¥ cancel | | o save J
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Registration Tab

This tab allows you to see students who are currently registered for the class. You can also see students who
have cancelled out of this class. The registrations are listed in the table.

' Class - [10444]

Class Number: A2-3684 Status: | Active v |
Program: Enrolled:
Course: Waltlist:

General Instructor & Exp Schedul Arrang s Registration Waitlist

Registrations

| B4 | Date Name Status Reference Method Paid Balance
! T 2010-08-31 Anderson, Rachel Cancelled 10042010 Credit Card $20.00 $0.00 |
2010-10-04 Applewood, John Cancelled 852 Check $0.00 $0.00 =

2010-06-16 Applewood, John Cancelled 954 Check $0.00 $0.00

2010-09-21 Baker, Susan Enrolled 6548 Check $90.00 $125.00

2011-01-06 Berton, Andy Enrolled 6548 Cash $90.00 $0.00

2010-05-17 Cassada, Katle Cancelled 10283093 Credit Card $3.00 $0.00

Email:

Thank you for registering for Adult Health and Fitness!

Make sure you mark down the dates on your calendar as there will not be a reminder e-mail being sent before the class begins.
Thank you!

~Your School Here Staff~

| i Print | | ® cancel | | bl Save |

2010-06-16 Ap Notes When you see the note icon next to a Registration this means that there is a

010-00-21 gz hoteon the Registration. See specific Registration for more information.

2011-01-06  Be Date This is the date they registered.
Name This is the name of the registrant.

Status The status is enrolled unless you change it. To change a status click on the status of the participant, a
drop down menu will appear with the option to cancel a registration. Doing so will leave the name in the table
but will remove the name from all reporting. This will allow you to have a history of the transaction. See
“Cancelling a Registration” for more information on how to cancel a registration.

Reference This is the reference number that is assigned to the payment for the registrations. The RT Order Id
is the RevTrak Order Id number from the web store transaction. There will only be a RT Order ID if the
registration was made with a credit card.

Method refers to the method of payment and the paid is the amount paid, which could be different based on
price based questions.
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Paid is the amount paid for the registration.

Balance is the amount due on a registration.

Email is the registration email. This allows you to create an email that will be sent to each customer after they
have registered for a class under the course. The email can be used to send out a supply list, a thank you for
registering note, or any other specific information you would like to send to the registrant. If there were a
Registration Email created under the course, it will carry down to the class.

Waitlist Tab

To setup a class to allow wait list registrations, simply click the “Allow Waitlist Registrations” on the General

tab of a class.

Y Class - [38936]

Class Number: 2012 Cheerleading

Program:

Course:
General Instructor & Exp Schedul Arrang s
Account Code: [ Sports v
Manager: | Jameson, Cory v
Publish Date: 01/27/2012 [ Publish Time: 12:00 AM
Remove Date: 10/31/2013 [ Remove Time:  12:00 AM
Reg. Begins: 01/27/2012 [ Begins Time: 12:00 AM
Reg. Ends: 01/31/2014 [ Ends Time: 12:00 AM
Price: $90.00 Price Change: 00/00/00
Go Limit: 5 Reg. Limit:
Comments:

(i Print |

Status: | Active v

Enrolled:

Waitlist:

Waitlist

V| Show On Web

S—b [V Allow Waitlist Registrations

__| Show On Year End Statement

New Price: $0.00

GCanoeIJLHSaveJ

When this is checked and a person attempts to register for a class that is already full, they will be asked during

the registration process if they want to be added to the waitlist.
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e 06

Demo Web Store | Registration

@) @ yourschoolhere.revtrak.net/tek9.asp?pg=Registration

(< ] v Google

Browse

Band Tickets

Child Care

Designate Your Donation
Donations

Field Trip

Food Service

Spirit Wear

Student Fees & Balances

Your School Here

Welcome to the Web Store!

Cheerleading Camp
Group: High School Students
Date: 2/6/2012 - 6/20/2013
Days: Mo, Th

Time: 10:00 AM - 11:00 AM
Location: Cresco Fitness Center

Event Actions
Map This Event
Request Information
Remind Me
Tell A Friend

Transportation Instructor:
Yearbooks Price: $90.00

Subscribe To Calendar

CLICK HERE to be

Your Family's Fees - IC added to the Waitlist

CLICK HERE to be added to the Waitlist
Calendar: Events

Calendar: Usage Request
Info

Reg. Form: Activities Be all you can be at cheerleading camp! Both beginners and advanced cheerleaders will be challenged!

Reg. Form: Dance
Reg. Form: Field Trip
Registration: Community Ed

School Reg Fees
Shopping Cart

Links & Account Edits
Web Store Home

Contact Us
My DavTrals Arcanint

The parent will complete all questions as they would with any other registration. Upon completion of the
Registration by a parent, instead of the class being added to their cart for purchase they will receive a
message as follows.

e 06 Demo Web Store | Registration k)

c ] ﬁ' Google

@) @ yourschoolhere.revtrak.net/tek9.asp?pg=Registration

Your School Here

Welcome to the Web Store!

Browse Thank You
Band Tickets

Child Care

Designate Your Donation
Donations

Field Trip

Food Service

Spirit Wear

Student Fees & Balances
Transportation
Yearbooks

Thanks for your interest in our class. If an opening arises we will contact you
to complete your registraion.

Please CLICK HERE to register again

Please CLICK HERE to go to your shopping cart.

Your Family's Fees - IC

Calendar: Events
Calendar: Usage Request

Reg. Form: Activities
Reg. Form: Dance

Reg. Form: Field Trip
Registration: Community Ed

School Reg Fees
Shopping Cart

Links & Account Edits
Web Store Home
Contact Us

Mv RevTrak Accorint
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This registration is now available on the Class window’s Waitlist tab.

Class - [38936)

Class Number 2012 Cheerleading Status Active v
Program olied
Course Waitlist

General Instructor & Exp hedul Arrang Registration Waitlist

Waitlist
2 Status Date Ao Name Email
Naitlist 2013-08-25 21:01:27 Robertson, Willie villie.robartson@noemail.com
M Print X Cancel d Save

Also note the Waitlist count in the upper-right portion of the Class window. This gives you the count of
registrations on the waitlist. You can send messages to those on the waitlist by clicking the Email button to the
left of the waitlist registration list.

To transfer a registration from the waitlist to the registrations, click on the registration to select the registration
from the waitlist and click the Register button just to the left of the waitlist registration list.

Class - [38936)

Class Number 2012 Cheerleading Status Active v
Program Envoliec
Course Waitlist

General Instructor & Expenses Schedule Arrangements Registration Waitlist

Waitlist
1 Status Date 4  Name Email
Waitlist 2013-08-25 21:01:27 Robertson, Willie villie.robertson@noemail.com
M Print XK cancel d Save
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Clicking this button will open a new tab or new window in your browser where you will complete the payment
information.

e 0o Waitlist =
{7 RegistrationWerks v40007 % |} Waitlist x [+
6) @ https://yourschoolhere.facilitywerks.com/walkup/waitlist.htmlI?sessionid=403434548-7174-30816&regid= (¢ ] (e',_lv Google

Cheerleading Camp - Luke Williams

Select the Payment Method to complete this registration.

() Credit Card (OOther

| Submit

If paying by Credit Card the registration will be added to the shopping cart. You can then pay for the
registration by completing the RevTrak checkout procedure. And finally complete the registration. Upon
completion it may take a few minutes to move the registration from Waitlist to Enrolled.

If paying by another form of Payment Select the Other option.
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Your School Here - Register %

T YourSchool Here - Register % |+ |

@) @ https://yourschoolhere.facilitywerks.com/walkup/payment.htmi?sessionid=403434548-7174-30816&rnd = e ] (.'_lv Google Q) @

Payment
Class Cost Pay
Cheerleading Camp R—
Luke Williams $90.00 $90.00 | |Remove
Total: $90.00

Payment Type:| Cash 7

Reference:

You may over write the amount to Pay if a partial payment is being made. To over write the amount click on
the amount and type the amount the student is paying. Make sure that the Total field is updated with the new
amount on the Payment page. Select the Payment Type from the dropdown menu. You can enter a reference
number in the reference field. Submit the payment and finally complete the registration. Upon completion it
may take a few minutes to move the registration from Waitlist to Enrolled.
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Receipt/invoice Tab

Depending on if the class is set up for standard pricing or contract pricing will determine your options on this
tab. The tab for a standard-price class is shown on the left and the tab for a contract-price class is shown on
the right.

If the class is set up for standard pricing, you can create a receipt message. If the class is set up to allow
contract pricing, the system will create invoices when you calculate charges. The Receipt/Invoice tab allows
you to control aspects of the invoice that the system will send out.

Class - [17319]

Class Number: Some Test Status: | Active v

Program: Enrolled:

Course: Waitlist:

Conf. Email:

General Instructor & Expenses Schedule Arrangements Registration Waitlist Receipt

Class - [72398]
Receipt Message:
Class Number: 13/14 Weekly Tuition Status: | Active v |
Program: Enrolled:
Course: Waitlist:
Conf. Email:
General Instructor & Expenses Schedule Arrangements Registration Waitlist Receipt/Invoice
Receipt Message:
| = Print |
e — Invoice Email Subject:
Invoice Email Message:
(M Print | LUH H,"‘Jlfvltﬂj GCancellHFHSaveJ

Receipt Message allows you to create a message that will appear on the receipt.

Invoice Email Subject Creates the Subject line on the email that will be the invoice. You can set a standard
subject that can be used repeatedly each invoicing or you can change the subject with each invoicing.

Invoice Email Message allows you to create a message that will appear in the invoice after the charges are
listed. You can set a standard message that can be used repeatedly with each invoicing or you can change the
message with each invoicing.

96



97

Your School Here

TAX ID #: XXX=XXX=-XXXX
Invoice #: 5100-1916911
Due Date: 12/10/2012

Bill To:

Bill Williams

1515 Main Street
Anytown MN, 55352

Charges for Sadie Will: 721-3SCP

Description

Balance Forward

Tu-Th am 12/01/2012 to 12/31/2012
Total Due

Amount
$0.00
$135.00
$135.00

This invoice is a reminder to make your payment to Our Preschool. Please go to the Web store and make your

mothly payment.

This communication is for the exclusive use of the addressee and may contain confidential or privileged information. If you are not the
intended recipient any use, copying, disclosure, dissemination or distribution is strictly prohibited.

@© Your School Here All Rights Reserved




Contract Pricing Classes

Contract pricing is used for classes that need to have the reoccurring payment functionality. These classes
have a contract assigned to them. The contract sets the rates and attendance schedule for each registration.
Once you have assigned contract pricing and have registrations in the class you can use the contract class
functionality.

Class - [49375]
Class Number: 721-3SCP Status: | Active v
Program: Enrolled:
Course: Waitlist:
Gene... Instructor & Exp Schedul Arrang Registration Waitlist Invoice
Account Code: | 004 v V| Show On Web
Manager: | Mortenson, Kim v __| Allow Waitlist Registrations
Publish Date: 07/17/2012 [ Publish Time: ~ 12:00 AM || Show On Year End Statement
Remove Date: 05/31/2013 [ Remove Time:  12:00 AM
Reg. Begins: 00/00/00 [ Begins Time: 12:00 AM
Reg. Ends: 00/00/00 EH Ends Time: 12:00 AM
Contract: | Sunshine 3's v
Go Limit: 0 Reg. Limit: 75
Comments:
() Print E] > @ =3 =) L ¥ cancel J | |l save J

These buttons only appear on classes that have contract pricing assigned to them.
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B Attendance
The Attendance button allows you to take attendance for the contract classes. It lists each registration and the
segment that the student is registered for. If a student is registered for 2 segments, the student will be listed
twice, once for each segment. You can also mark students who have been picked up late. If the late pick up
fee is a flat fee there will be a check box for late pick up. If the late pick up fee is a per minute fee there will be
a field that you will click into to enter the minutes. The buttons along the top of the screen allow you to check

all for the day or to uncheck all. If a student is not scheduled to attend for the day, the attendance field will be
light grey and not available to take attendance.

Attendance - [49375]

3's Classic Preschool (Three by Sept. 1): 721-3SCP

\ 4 J P Attendance for 12/03/12 to 12/07/12

\\ﬁ\\_—v\ \\ﬁJI_—J \\LJ[—J L\ﬁu—vi \_MJJL—J

Student Mon Late  Tue Late Wed Late Thr | Late | Fri Late

Will, Sadie - Tu-Th am

™| [ v L
Will, Shelby - Tu-Th am ™| O v L
Will, Spencer - Tu-Th am i L MA [
Will, Spencer - Mon-Wed pm i I i —
| i Print | | ® cancel | | [l Save |
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= calculate Charges

The Calculate Charges button will go out and calculate charges for the registrations based on their contract
selections. It will create an Excel spreadsheet with the current charges listed by student for preview and
receivable purposes.

Monthly Charges — for contracts that are set up for monthly billing, the screen will prompt you for the
date that you would like to invoice. Next you will need to choose the end date for the billing cycle. The system
remembers the previous end date (or if it is the first billing it will list the start date of the contract) and will
generate fees for that month. The monthly charge can be billed for the full month. You can also bill the
monthly rate at a pro-rate for partial months. When you select the pro-rated button you will set how many
days the monthly rate is calculated on. Due Date sets the due date for the invoice. If the contract has a late
fee assigned to it, it will automatically charge the late fee for any invoice paid after the due date.

Pre-Pay Processing

Generate fees from 12/01/2012 to the date selected below.

Date: 12/31/2012

(#) FullMonth () Pro-Rated

Days in monthly rate:
Number of days in pro-rated period:

Due Date: 12/10/2012

Suspended Registrations

Student Segment Reason Start End Amount

L ¥ cCancel | | & OK |

Daily Charges - for contracts that are set up for daily billing, the screen will prompt you for the dates you
would like to invoice. You select the days by holding the (Windows User: Ctrl Key, Mac Users: Command Key)
and clicking on each day that you would like to invoice. You can also select a group of days by holding down
the shift key while you click on the end date. If a group of days are selected and you need to unselect a
specific day. Hold the (Windows User: Ctrl Key, Mac Users: Command Key) and select the date. Due Date
sets the due date for the invoice. If the contract has a late fee assigned to it, it will automatically charge the late
fee for any invoice paid after the due date.
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Class - [47518]
Daily Charge Processing

Plmcn Acmnbace 1% 1% LAY %ed Een

Generate fees from 11/01/2012 to the date selected below.

Charges for Selected Days: Due Date: =

@ November 2012 | )

S M T WT F S

III =5 23I

Suspended Registrations
Student Segment Reason Start End Amount
[xanccl ][¢0K ]
E’ J T E J L J L J L J L J L J L
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Drop In Charges — for contracts that are set up for the drop in billing. The system will charge all
registrations that have attended more days than they have purchased. If a registrant has not attended more
days than they have purchased they will not be invoiced.

Gene... Instructor & Expenses Schedule Arrangements Registration Waitlist Invoice
Account Code 009 v v Show On Web
Jameson, Cory - Allow Waltlist Registrations

Generate Fees

Are you sure you want to generate the fees for
registrations with a deficit of days?

00/00/00 [0k ]| cancel | o
\ ) Low Balance

00/00/00 CruUs 1IrmeT 1ZTUUAM

SACC v

Suspended Registrations —individual registrations can be suspended at the registration. When you
calculate the charges for a class any registration that are suspended will be listed in the suspended
registrations table. The student is listed along with the contract segment that is suspended. If a registration is
suspended for more than one segment, each segment will be listed separately. The reason for the suspension
as well as the dates of the suspension will be listed in the table. If you want to charge the registration a partial
charge for the invoice period, you will need to enter the amount to charge in the amount column. The system
will not calculate the partial charges for a suspended registration. You will need to enter the amount you would
like to charge for the invoicing dates.
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Daily Charge Processing

Generate fees from 11/01/2012 to the date selected below.

Charges for Selected Days: Due Date: 11/15/2012 :ﬂa
lLJ November 2012

S M T W T
1 2

4 5 6 7 8
11 12 13 14 15 16 17
18 19 20 21 22 23 24

25 26 27 28 29 30

-
B8 o [

Suspended Registrations

Student Segment Reason Start End Amount
Wwill, Melissa [PM Kids Club - Standard]2 Days Vacation 11/12/2012 11/23/2012 0

| % cancel | | & OK |

D I e et ] e —ee——

o wm e~

@ |
Undo Charges
Undo Charges allows you to undo charges you have calculated before you have emailed the invoices.

Class - [47518]

Class Number 12-13 KCLT 3rd-5th Status: Active =
Program: Enrolled
Course Waltlist:
Gene... Instructor & Expenses Schedule Arrangements Registration Waitlist Invoice
Account Code Lighthouse v i Show On Web
Manager: Peck, Lee v || Allow Waitlist Registrations
publish Date 05/29/2012 ] Undo Fee Generation || Show On Year End Statement
Remove Date: 05/31/2013 | Are you sure you want to undo the fee generation?
Reg. Begins: 00/00/00 G No
Reg. Ends: 00/00/00 Gf Ends Time: 112700 AM
Contract M-S Before and After v
Go Limit: 0 Reg. Limit 50
Comments
 Print E] - 4 %) # cancel |l save

=y .
Send Invoices

The invoicing process is not completed until the invoices have been emailed to the customers. The Send
Invoices button allows you to preview the invoices and check for accuracy. You can also print hard copies
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when you preview them. The invoices will print with page breaks between each invoice. The process is not
complete until you Send the invoices via email to the customers.

Class - [47518]

Class Numbe 12-13 KCLT 3rd-5th Status Active v
Program Enrolled
ours
Gene... Instructor & Expenses Schedule Arrangements Registration Waitlist Invoice
Account Code Lighthouse v v/| Show On Web
Manage: Peck, Lee - Allow Walitlist Registrations
Invoices

Do you want to preview the invoices or send them?

Preview ( Send J | Cancel J

M-S Before and After v

s Print ¥ Cancel k= Save

-3
Charge Cards
Charge cards is a batch processing of all credit cards for a class that you have indicated permission to charge
the credit cards of the customers. To tell the system to charge the cards check the checkbox in front of the
students name in the charge cards table. Once the OK button is checked, and you have confirmed that you
want to charge the credit cards for the fees on the registrations, the system will go out and process the credit
cards of all the registration with permission given.

Charge Cards

Student CC Type | Last4 Exp Amount Due
|| @ Stramer, Kevin Visa 1111 xx/14 $201.60
[v]  Ziegler, Stacy Visa 1111 xx/14 $200.00
|v| Cargo, Jack Visa 1111 xx/20 $8.00 5
|| = Will, Melissa Visa 1111 xx/14 $0.00

| [xCanoeIJ[VOKJ

104



Those cards that successfully completed will show a 0.00 balance on the Registration Tab once you save the
class. For cards that did not successfully process, you can run the Students with Balance and CC Message
report to view why the card did not process.

Br
Choice

st Reports Description

Revenue By Acct. Code (Long)

0

Prints a report showing Students with a
Revenue By Acct. Code (Short) Balance and the last CC process message.

Students With Balance and CC Message 2
Tax Statement

Tax Statement Previous Year
Tent Cards

Waitlist By Class

F [

) Excel (=) PDF ( K cancel J | o OK J

(
/
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Registrations

To access a registration’s detail, you can either go to the Class and click on the Registrations tab and then
double-click on the person listed in the table or go to the Person and double-click on the Registration listed in

the table.

If the person is registered for a standard-pricing class, you will see a Registration window like the one on the
left. If the person is registered for a contract-price class, a window like the one on the right will open which
shows the type of contract and days the person is registered for the class.

Registration - [810126]

| Enrolled

v

Method
Credit Card

Reason
Registration Fe

5 Days a Weel

Amount

$140.00

Amount
$25.00

$115.00

l K cCancel J | el Save |

Name: P-4 [ Enrolled v | )
" )
Class: P28
L= |
Pricing:
"
Registration - [2544693]
Payment Invoice History Questions| Name:
Class:
Registered:
Pricing: Current Contract:
Price:
Additional Student
Adjust: =
Total: Payment Invoice History Questions Contract History Notes & Emails
Paid: Payments
Registered: —
Balance: L) Date
Price: 2013-11-06
Adjust:
Card Type, Last 4 Digits:
Exp. Date: Total:
Adjustments
Paid: P Dat
(i, Print (&4 © ate
Balance: 2013-11-06
( [} update Credit Card On File | 2013-11-08
Card Type, Last 4 Digits:
Transferring Exo. Date:
- Print | { L) L g J
[ & J

Registrations can

be transferred between same account members. To switch a registration between account members click the
Button with the blue crossing arrows. This brings up a listing of all members of the Family. To move the
registration, select the name of the new registration and click the OK button.
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Choice

Family
Will, Alyssa
Will, Melissa

will, Shane

[XCanceIJ[VOKJ

2

Registrations for standard pricing classes can also be transferred to classes within the same course.
To switch a registration between classes click the Button with the blue crossing arrows. This brings up a listing
of all classes available to move. To move the registration, select the name of the new registration and click the
OK button.

Choice

st Classes
13 Sesl HH 2305 Chess: Introduction 1/21/2013 3:00 PM
13 Sesl M 2303 Chess: Introduction 1/21/2013 3:00 PM

13 Sesl L 2307 Chess: Introduction 2/18/2013 3:00 PM

[xCanoelle’OKJ

Updating Registration Contracts
On Contract Pricing classes contracts can be updated to reflect a new rate or a new segment(s). To change a
contract for a registration, click the Button with the blue crossing arrows next to the current contract field. This

will bring up the Contract window.
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Contract

Current Rate

Choose a new Rate if applicable

New Rate: ] Monthly Payment Plan v

AM Segment PM Segment

Current AM Segment

Choose a new AM Segment if applicable

New AM Segment Tu-Th am v

Current AM Days
Choose new AM Attendance Schedule

|V] Tuesday || Thursday

| % cancel | | ld Save |

The current contract information will be listed. To select a new rate, choose the rate from the drop-down
menu. If the rate is remaining the same, drop down to the segments and choose a new segment.
Registrations can only have one AM, PM and Other selected at a time. Once a segment is chosen the
attendance schedule can be assigned. If you only need to change the attendance schedule, leave the rate
and segments as is and select the new attendance schedule. If a Contract Change Fee is assigned to the
contract you will have the chance to waive the fee. To waive the change fee check the checkbox by Waive
Change Fee.

Enter a Date

1 Enter the date that you would like to make this
contract change effective.

Date: &
o
[ # Cancel J | o OK J
h \
TR TWEEASY TR TRITFEASF

Once you hit the Save button on the contract change screen, you will be prompted to enter a change effective
date for the contract change to take effect. If the date is in the future the contract will not change until the
future date. This allows you to charge for a partial month under each contract segment.

108



“ Registration - [1913080]
i
Name: | Enrolled v |
Class:
Pricing: Current Contract: | ¥ |
——’ || Additional Student
t Payment Invoice History Questions Contract History Notes & Emails

Additional Student A registration can be marked as an additional student to allow for discount pricing on
Contract Pricing classes. At the time of registration, the system will assign the Additional Student status to any
child that is registered after the first registration for a family is entered. By checking the checkbox next to
Additional Student this will qualify the registration for the Multi-Student Discount on the contract.
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Cancelling a Registration
To cancel a registration, select Canceled from the drop-down menu in the upper right hand corner of the
window.

Registration - [2048325]
Name: | B | Enrolled .
Enroll
Class: rolled
_____——’ Cancelled
Pricing:
Payment Invoice History Questions Contract History Notes & Emails
Payments
Registered: =
(+] Date Method Amount
Price: 2013-01-25 Credit Card $110.00
Adjust:
Total:
Adjustments
Paid: =
(+] Date Reason Amount
Balance: 2013-01-25 Resident: No $20.00
Card Type, Last 4 Digits:
Exp. Date:
| = Print | | [] | thanoeIJLHSaveJ

A confirmation box will pop up. Click OK to continue with the cancellation. A cancellation screen will open. If a
cancellation fee is charged, enter it in the Cancellation Fee field. Also if the district is keeping any of the
payments that amount should be entered in the Cancellation Fee also. Select the credit type from the drop
down menu. If you choose Credit Card, and have user permission to issue credit card refunds, the Refund
Card Now button will display allowing you to process the credit card refund. The Credit Date field will be
populated automatically.
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Cancellation

Refund Card Now

Refund

You have not refunded the monies to their card
yet. Are you sure you want to proceed vith
saving?

Yes No

If you select Credit Card as payment type and do not click Refund Card Now before clicking Save,
you will see a prompt asking if you want to proceed without refunding the monies to the credit card.
Click No and click the Refund Card Now button.

Once you have clicked the Refund Card Now button a confirmation window will open. By clicking OK you are
authorizing RevTrak to refund the credit card. If processing a credit card refund the Reference field will be
populated automatically upon processing the refund with the RevTrak refund reference number. RevTrak
generates a reference number and a confirmation window will open to show that the refund has been
successfully completed. A receipt is generated in the RevTrak system and sent to the customer. The
registration will show as canceled and the refund amount will show as a negative payment and an adjustment
will be been entered to reflect a balance of 0.00.

If you choose another type of Credit Type, record that refund in the system and select Save.
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Payment Tab
The Payment tab lists all of the details related to payments made for the registration. The information on the
left hand side of the tab is the payment information.

Registration - [1989456]

Name: P4 | Enrolled v |
| Class: £
Pricing:

Payment Invoice History Questions Contract History Notes & Emails

Payments
Registered:
(+) Date Method Amount
Price: 2012-10-30 Credit Card $85.00
Adjust:
Total:
Adjustments
Paid:
(+) Date Reason Amount
Balance:
Card Type, Last 4 Digits:
Exp. Date:
(s Print | | ¥ cancel | | ld Save |

The Payments table lists all payments/refunds for the registration. You can record additional payment
information by clicking the green plus button. This allows you to enter the details for the additional payments
or refunds.

Payment - [NEW]

P Payment Type: [ -- Select One - | v ]
Payment Date: 01/27/2013 3
Reference:
Amount: 0
Note:

| % cancel | | |l Save |
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The Adjustments table allows you to enter adjustments to the price of the class. These can be positive or
negative adjustments. If the class is a standard pricing class the adjustment is made and the price of the class
reflects the adjustment. If the class is a contract pricing class, you have the options of showing the adjustment
on the next invoice calculated. To show the adjustment on the invoice check the Show On Invoice checkbox.

Standard Pricing Contract Pricing
Adjustment Adjustment
Adjustment Date:  01/27/2013 [ Adjustment Date: | 01/27/2013 H __| Show On Invoice
Amount: 0.00 Amount: 0.00
Reason: Reason:
¥ cancel |l save K cancel | Save

On a contract pricing class you can also Update Credit Card on File. This allows you to make additional
payments on the registration using the credit card listed. We never actually store the full credit card
information; we store a token that allows us to reuse the credit card for additional payments or refunds. You
can see the information displayed that we used for the last credit card payment on the registration. To update
the credit card to make additional payments click on the Update Credit Card on File button.

Registration - [872885]

Name: ‘ Enrolled v |

Class:

Pricing: Current Contract: | P 2 J

[v] Additional Student

Payment Invoice History Questions Contract History Notes & Emails
Payments
Registered:
(+] Date Method Amount
Price: 2011-07-20 Credit Card $0.00
Adjust:
Total:
Adjustments
Paid: -
(+] Date Reason Amount
Balance: 2012-02-02 After School ph $220.00| ~
\ [ Update Credit Card On File 2012-02-14 Before School 1 $115.00 |
! 2012-02-14  After School pii $220.00
Card Type, Last 4 Digits:
Exp. Date:
| ¥ cancel | | e Save J

[u!ﬂPrlnt | | B4 ] | J}_\;ﬂj\»;_;,_

EEE & imrian BRans Ly

This will bring up a new window in your browser that allows you to authorize a credit card and update an
existing credit card or put a new credit card on file. Again, we never actually store the full credit card
information; we store a token that allows us to reuse the credit card for additional payments or refunds.
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® 00 Card Authorization =)
@ https://checkout.revtrak.net/458/Pages/AuthOnly.aspx i

Credit Card Number:

Expires:
[Month :| |[Year 3]

Authorize

You have until 1/27/2013 10:12:39 AM to process this authorization.

Invoice History Tab

The Invoice History tab stores the data that is sent and received from RevTrak at the time of registration. It also
stores the list of invoice created for a registration on a Contract Pricing Class. You can double click on the
invoice to view or print the specific invoice. You can resend the invoice by clicking on the ReSend button.

“ Registration - [1913080]°° ¢ (¢ Care SACC2 - Don't Use! 2012-08-24 Contract 1 1
e __ B E — - 1
1-1 Name: Barlett, Elizabeth | Enrolled |v] |0
1-¢ 0
*N‘ Class: 12SACC-ERE 2012/2013 SACC ‘ol
SA‘ Pricing: Contract Current Contract: 3 Days After School, 3 Days Before School &J 0
13 [V] Additional Student 5
13 5
{-  Payment  InvoiceHistory = Questions  Contract History  Notes & Emails 2

e Invoices [.2) Resend 1t

©2 | sentToRevirak: | 20120717/084631 — [ —— [ —

:; Cart Item 1D: r 2012-07-19 1779-1913080 $60.00 1:
3¢ | Transaction Date: | 9/21/2012 10-20:30 AM 2012:07-19 16251513080 $180-00 12
| | OrderID: LT 2012-09-13 2621-1913080  $0.00 |
-%e 2012-09-13 2625-1913080 $20.00 |
1% 2012-09-14 2632-1913080 $20.00 i
Q: 2012-09-14 2657-1913080 $40.00 9_
I 2012-09-18 2777-1913080 $0.00 lf
la 12
13 1€
14 1€
< | g Print M ? EJ @ | % Cancel | | | save | °
134 14
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Questions Tab

The answers to all of the questions asked at the time of registration are located under the questions tab. The
sub tab of Questions is a listing of the Questions and Answers. The answers can be changed if needed by
clicking into the Answer field and typing in the new answer.

Registration - [2048325]

Name: P4 | Enrolled v |
Class: P4
Pricing:

Payment Invoice History Questions Contract History Notes & Emails

Questions Standard Questions

Question Answer
Resident No
1st Legal Guardian Name Jed Barlett
2nd Legal Guardian Name Abby Barlett
Grade Level Sth Grade
Handbook 1 Agree
Photo Permission ‘ =
Walk Yes
() Print {==! ( # cancel J | il save |

The sub tab of Standard Questions is the answers to the Standardized questions. To change the answers to
standardized questions you need to go to the Person account and change the answers there.

Payment Invoice History Questions Contract History Notes & Emails

Q {{ "dl"‘

Grade:

Emergency Contact

First, Last:

Relationship:

Phone:

Special Considerations

() Print %] ( # cancel J | |l Save J

Contract History Tab

Contract History is for Contract Pricing classes. The Contract History displays the history of the contract rates
and segments that have been assigned to the registration. When a contract changes, the new contract
information will be displayed in the history as well as the previous contract information.
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Registration - [1923576]

. Name: L Enrolled 'J
. Class:
Pricing: Current Contract: P4

|_| Additional Student

Payment Invoice History Questions Contract History Notes & Emails

Contact History
Start End Attend. Fee Type Segment

08/27/2012 05/31/2013 Monthly PM Kids Ci. 5 Days a Week

Suspend Charges

(+] Start End Segment Reason
L3

10/01/2012 10/31/2012 [PM Kids Club - Standard]5 C Father Lost Job

1 (L e J (4] EREIE] % cancet | | ol Save |

Suspend Charges

Suspend Charges allows you to keep a registration enrolled in the class but suspend charges for a given date
range. To suspend the charges, click the green plus sign. This will bring up the suspend charges window.
Enter a reason for the suspension and a date range for the suspension. Select the segment(s) that you would
like to suspend by checking the checkbox next to the segment.

- Suspend Charges

Reason:
Start Date:  |00/00/00 | End Date: | 00/00/00 |G
I
Segment

|| | [Standard Rate]5 Days Before School
|_| | [Standard Rate]5 Days After School

GCanoelj[HSaveJ

Notes & Email
The Notes field allows you to enter notes on the registration. The administrative staff can only view the notes

internally within the system.
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!1-Registration - [1936657)

T Name: L Enrolled vJ

s Class:

1 S -
Pricing: Current Contract: P 4

ite! L Additional Student 0

Payment Invoice History Questions Contract History Notes & Emails

¢ 4

20 Notes 6

g4 4

2

3! 8

2

1 6
le

Emails Ly Resend || 1

o Date Subject To 2

" 08/24/2012 11:15 AM Invoice for Must Have a Class Number michael@revtrak.com 0

ol b
L

i 4

|| g Print | | [ | R | ¥ cancel | | el Save | 1o

T~ CATTITTUTRILY  EUUTOtTUTY FUUOULY LIITYUOTY LTVET T EU I UITUY PuTiUw o

The registration will have an icon noting the note on the Registrations tab of the Class.

Registrations

[LJ Date Name Status
2012-09-14 Cargo, Jack Enrolled
2012-08-01 Stramer, Kevin Enrolled
2012-09-14 Will, Melissa Enrolled
2012-08-14 Zlegler, Stacy Enrolled

The Emails is a historical listing of all emails that have been sent from the RegWerks system. Emails to the
customer or to the district are listed in the table. You can double click on the email to view or print the specific
email. You can resend the email by clicking on the ReSend button.

Contract Pricing Registrations
On a specific registration, you have the ability to undo the charges for the last invoicing calculated for the class,
using the buttons along the bottom of the registration.
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Registration - [1930048]

Name: L Enrolled vJ
Class:
Pricing: Current Contract: P4

|| Additional Student

Payment Invoice History Questions Contract History Notes & Emails

Payments
Registered:
(+) Date Method Amount
Price: 2012-08-14 Credit Card $62.50
Adjust: 2013-01-26 Credit Card $200.00
Total:
Adjustments
Paid:
(+) Date Reason Amount
Balance: 2012-08-14 Registration Fe $25.00(~
l [ Update Credit Card On File J 2012-08-14 3 Days a Week $45.00
2012-08-14 Multi-Student [ $-7.50
Card Type, Last 4 Digits: ﬂ
NL
| Exp. Date:
; | Ty
() Print > S5 & g | ¥ cancel | | ] Save |

L2 Calculate Charges
The Calculate Charges button will go out and calculate charges for the specific registration based on their
contract selections. You will need to Undo the current charges for the registration first.

g
l_J Undo Charges

Undo Charges allows you to undo the current charges you have calculated for the registration.

Send Invoices
The invoice will need to be resent to the customer. The Send Invoices button allows you to preview the invoice
and check for accuracy. You can also a print hard copy when you preview. The recalculated invoice can now
be emailed to the customer.

118



Manager

The manager is the person who is in charge of the course. An example would be a Pool Manager who is
responsible for all of the aquatics courses.

Adding a Manager

You can add as many managers as you need.

To add a manager, click the Add button.

Manager - [45208)]

First, Last: * Lee Peck

Address 5555 South Street

City, State, Zip:  Minneapolis M\ 55255

Phone Permission

v Enable Manager Access
Group Vendor Teachers v
Password [=e=xssa=s]

A Cancel ke Save

Type the name of the manager and the email address for the manager. Both fields are required. You can enter
the other contact information for each manager. To add a phone number, you just click the plus sign button on
the Phone tab. You will need to choose a phone type from the drop-down menu, then input the phone number.

From the Permission tab, you can enable their manager access and assign a user group to them. Their
username will be their email address and the password you created for them in the Manager permissions.
When finished, click Save to save your work.

Editing A Manager

To edit a Manager double-click on the name of the manager that you would like to edit. The Manager window
will come up. Type in any correction to the name or contact information and click Save to save or Cancel to
cancel without any changes. Saving or canceling will return you to the Manager list.

Deleting A Manager

From the Manager list, highlight the Manager you want to delete (click in the box but not on top of the words)
and click Delete. A dialog box will pop up to confirm or cancel. To complete the delete you must click the OK
button.
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Instructor

The Instructor is the person who teaches the class.

Adding an Instructor
To add an Instructor, click the Add button.

Instructor - [75]

Pre, First, Last, Suffix: * Fred Rogers

Emalil: * Fred@rogers.com
Address: 6783 Hickory Hills Trail
City, State, Zip: Prior Lake MN 55372
Phones Profile
( © | | Phone Type Number
- Work Fax (666) 666-6666
Lo
(&) print | | X cancel || [ save |

Type the name and the email address for the instructor. Both fields are required. You can enter the other
contact information for each instructor. To add a phone number you just click the plus sign button. You will
need to choose a phone type from the drop down menu. Then input the phone number. When finished click
Save to save or Cancel to cancel your work without saving.

Editing An Instructor

To edit an Instructor double click on the name of the Instructor that you would like to edit. The Instructor will
come up. Type in any correction to the name or contact information and click Save to save or Cancel to
cancel without any changes. Saving or canceling will return you to the Instructor list.

Deleting An Instructor

From the instructor list highlight the instructor you want to delete (click in the box but not on top of the words)
and click Delete. A dialog box will pop up to confirm or cancel. To complete the delete you must click the OK
button.
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Person

The person screen lists all of the people who have signed up for a class using the RegistrationWerks software,

or who hold the account for the participant.

When you double click on a person, their contact information comes up. This is the information that they
entered when they logged into the system. You can update their information from this screen. Under the

registrations tab you can see their registration history.

Person - [45715-10003]

Pre, First, MI, Last, Suffix: * Jennifer

Adele

Email: * jadelle@noemail.com

Address: 9238 Hometown Road

City, State, Zip: Anytown NY 56380
Birthdate, Age, Grade: 00/00/00 e () Male () Female
|| Suspend Account
Registrations Phones Emergency Remarks P A
Registrations For: | Adele, Jennifer v |
Date Title Location Status Reference
2012-02-12 MS ROP - MicroSoft Money Anaheim High School Enrolled #4342
2012-01-12 11FASWa Sngl 6-Month - Pool Members Enrolled
2010-07-21 HH1-SEPT - Monthly Tuition Humphrey's Highland E Cancelled 10003003
| ® cancel | | il save |

= Print |

If they are an account holder you can also pull up any person who is registered under their account. An
example would be, you double click a parent and you now have access to all of their children’s history as well.
To look at the registrations you would choose the sub-account from the drop down menu. From that menu you
can choose to see the registrations for the account holder or their sub accounts.
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1  Person - [45715-10003]

Jennifer " | [adele

# Pre, First, MI, Last, Suffix: *

Ba

i Email: * jadelle@noemail.com
B2 Address: 9238 Hometown Road

! Clty, State, Zip: Anytown NY 56380
B9 Birthaate, Age, Grade: 00/00/00 = (O Male () Female
B
|| Suspend Account

B
B Registrations Phones Emergency Remarks Pay A g
B Registrations For: L Adele, Jennifer v J
B
| Date Select One tus Reference
P " Adele, Jennifer
| ] 2012-02-12 Jled #4342
E Adele, Stephanie

2012-01-12 TITASWE SNYT O-MUTILT = FUor 5 lled

2010-07-21 HH1-SEPT - Monthly Tuition Humphrey's Highland E Cancelled 10003003

£ (i) Print

....... — _—

[xCanoaIJ[HSaveJ

Suspend Account A person’s account (and all accounts associated with the account) can be
Suspended. This allows you to suspend all new registrations and payments for the account and all accounts
associated. To Suspend the Account check the checkbox next to Suspend Account.

Person - [1303592-12767]

Pre, First, MI, Last, Suffix: * Monica will

Email: * mwill@noemail.com

Address: 555 Main Street

City, State, Zip: Anytown MN 55372
Birthdate, Age, Grade: 00/00/00 | () Male () Female
|| Suspend Account RT Cust ID:
| Registrations Phones Emergency Remarks Pay A gl
Registrations For: { Wwill, Monica v J
Date Title Location Status Reference
2013-01-15 MBP 1 - Mountain Bike Polo Apple Valley High Schc Enrolled Transfer from ;| 4
2013-01-14 wrela - Wrestling 8th & Sth Grade Crestwood Middle Sche¢ Enrolled #85693439
2012-12-18 E1-3652 - Aerobics Pineview Middle Schoo Enrolled #698894
2012-11-20 socland2a - Soccer 1st & 2nd Grade € Highland Elementary:f Enrolled 12767002
MN12-11-1% MR CC Advancad - Chearleadina Car  Inhn Hanry Hinh Srhae Farnllad HARRARTS n
() Print | ® cancel | | el Save |

When the customer logs into the web store, they will see the following message. They will not be able to
proceed with new registrations or payments until they have contacted the office to have the Suspension
removed.
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Your School Here

Welcome to the Web Store

Browse
Band Tickets " - : i
Child Care The account for Monica Will is currently suspended. Please contact us for further information.
Designate Your Donation
Donations

Field Trip

Food Service

Spirit Wear

Student Fees & Balances
Transportation
Yearbooks

Your Family's Fees - IC

Calendar: Events
Calendar: Usage Request

Reg. Form: Activities

Reg. Form: Dance

Reg. Form: Field Trip
Registration: Community Ed

Shopping Cart

Links & Account Edits
Web Store Home
Contact Us

My RevTrak Account

RT Cust ID This is the RevTrak account ID that the RegWerks account is tied to. This will only be displayed
on the account holder for the account. Sub accounts are tied to the account holder, which holds the account in
the RevTrak system.

Registrations Tab

The registration table lists the date of registration, the class number and title of the class the registration is for
the location of the class, the status of the registration, and the reference number of the payment. To view the
specific information on a student’s registration double click on the registration listed in the table. This will take
you to the specific details for the registration. You can also access this same information from the
Registrations tab of the Class. See Registrations under class for more information.

Phones Tab

This tab lists all of the phone numbers on file for a person. You can add additional phone numbers by clicking
on the green plus sign button. You can also edit existing phone numbers by clicking on the actual phone
number listed. This will open the field to allow for editing. To remove a phone number, click on the phone
number to highlight it and then click on the button with the garbage can.
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' Person - [32984-10073]

| Pre, First, MI, Last, Suffix:

| Emall: *

Address:

City, State, Zip:

Birthdate, Age, Grade:

b Registrations Phones | Emergency 1 Remarks P

Melissa will
mwill@regwerks.com
123 Cherry Street
Mytown MN 55232
00/00/00 i I sth () Male () Female

|| suspend Account  RT Cust ID:

10073

|

?J [ Phone Type

Number

| ﬂ Home

W Work

(212) 555-5555
(212) 555-5656

lxunuljluslvoj

L

°

oo

oo o

o

Emergency Tab

This tab lists the person’s emergency contact information.
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'Person - [32984-10073]

| Pre, First, MI, Last, Suffix:

Email: *

Address:

City, State, Zip:

Birthdate, Age, Grade:

*

Melissa will
mwill@regwerks.com
123 Cherry Street
Mytown MN 55232
00/00/00 2 Sth (U Male () Female

|| suspend Account  RT Cust ID:

10073

Registrations | Phones ‘ Emergency Remarks Y | A

|

|
First, Last: Lee Peck

|

| Relationship: Father

' | Phone: 888-847-9470

| Y
(i, Print [ ¥ cancel J l |ed Save J i

w——

Each field is editable by clicking into the field.




Remarks Tab

This tab stores Notes and Special Considerations for a person. Any notes that you would like to record about
a person can be recorded on this tab. The notes field is reported on the Class Roster-Remarks report. The
Special Considerations is a Standardized Question that can be activated at the Course level under the

Questions tab.

Person - [32984-10073]

Pre, First, MI, Last, Suffix: * Melissa will

Emall: * mwill@regwerks.com

Address: 123 Cherry Street

City, State, Zip: Mytown MN 55232

Birthdate, Age, Grade: 00/00/00 i) Sth () Male (_) Female

|| Suspend Account RT Cust ID:

Registrations Phones Emergency Remarks
Notes: Special Considerations:
This student hag permission to walk home. None
'
() Print | % cancel | | [l Save |
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Payments Tab

The payments tab lists all payments that have been made on registrations for the person.
history.

i

Person - [32984-10073]

| Pre, First, MI, Last, Suffix: * Melissa will

Email: * mwill@regwerks.com

Address: 123 Cherry Street

City, State, Zip: Mytown MN 55232

Birthdate, Age, Grade: 00/00/00 i Sth (U Male () Female

|| Suspend Account RT Cust ID: 10073
Registrations Phones Emergency Remarks Pay A

Date Method Reference Amount
2012-08-23 Credit Card 10073113 $110.00 ~
2012-07-19  Credit Card 10073111 $-110.00
2012-06-28 Check 32633 $15.00
2012-06-13 Check #4586 $40.00
2012-06-05 Check 12345 $15.00
2012-05-29 Credit Card 10073094 $365.00 ﬂ

| = Print

lXCaanI JlHSnvaJ

This is the payment

Account Register Tab
The account register is a listing of the charges and payments for all registrations for the person.
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Person - [32984-10073]

Pre, First, MI, Last, Suffix: > Melissa will

Email: * mwill@regwerks.com

Address: 123 Cherry Street

City, State, Zip: Mytown MN 55232

Birthdate, Age, Grade: 00/00/00 z:: Sth () Male () Female

[] suspend Account RT Cust ID: 10073
Registrations Phones Emergency Remarks y A gi

Date Name
2009-09-01 6068af - 4-Hour AARP Driver Safety Refresher Pr $13.00 $0.00
2009-09-01 Cancellation $-13.00 $0.00
2009-09-01 Credit Card 10001002 $0.00 $13.00
2009-09-01 Check Check #563853 $0.00 $-13.00
2009-09-01 FO9 PE-)JM - WTHSProm $10.00 $0.00
2009-09-01 Credit Card 10001002 $0.00 $10.00

. | (m Print

[x“"“'llHﬂVQJ‘




Duplicate Manager

The Duplicate Manager help you keep your person list clean. The duplicate manager is found in top toolbar of
the Person list.

| © Add || [J Delete | | o= | | [z | | [Person]Last Name v | il @

Main Name Age Gender Address

To use the duplicate manager, select the two persons to be merged. To select the two persons, click on the
first person in the person list, then while holding down the (Mac Users: Command Key, Windows User: Ctrl
Key) click on the second person. This will highlight the two persons to merge. Click on the duplicate merge in
the top tool bar.

| Main  Setup Person - 250 |
© Add ¥ Delete i) (2] | | [Person]Last Name v | it > h
Main Name Age Gender Address City State | Zip
Clifford, Evelyn 0 138450 Pennock Ave Apple Valley MN 55124 |+
™ schedule o
Concannon, Danny 0 2806 Council Way Landing NE 74523
£ Reservation
- Conlyn, Bart 0 362 14th Ave Vienna MN 44266
[ Usage Requests Craw, Bonnie 0 No Street Her Town AK 98765
_,,1 Building Crow, Tiffany 0 4718 NE Rio Drive Ankeny cT 50021
(& space Davis, Ruth 0 3103 Lebanon Zion L 60099
3{1 Group Dean, Jane 0 244 Third St New Town MN 55040 |=
- Doe, Bill 797 Male No Street No City DE 98754
Question Profile =
Doe, Bob 0 No Street No City HI 99654
@ Course
Doe, Cameron 2 Male Her Address Her City KS 55420
[ class Doe, Dean 0 His Address His City LA 65412
~
¢ Manager Doe, James 0 No Street No City DE 98754
£ 1Instructor Doe, Jane 14 Female 1111 Trautwine Rd. Austin ™ 78737
- Doe, Jane 0 1234 Main Street Someplace IL 60174
i, Person
Doe, Joe 0 555 Trautwine Rd Austin X 78737
Doe, John 0 Home Street Home City MN 55921
Doe, Sally 797 Female No Street No City HI 99654
Doe, Sam 8 Male Home Street Home City MN 55921
Dubby, Rachel 0 202 Spruce Fairmont MN 55369
Dubby, Tina 13 Female 202 Spruce Fairmont MN 55369
Erdenberg, Scott 26 Male 1346 Midway Avenue St. Charles IL 60174
Erdenberg, Shawn 11 Male 1346 Midvay Avenue Saint Charles IL 60174
. Erdenberg, Shawn 7 Male 1346 Midway Avenue St. Charles IL 60174
Erdenberg, Sherrie 0 1346 Midway Avenue St. Charles IL 60174
Erdenberg, Stuart 58 Male 1346 Midway Avenue St. Charles IL 60174
Fladebo, Alyssa 0 111 Any Street Skytown MN 11111
Fladebo, Alyssa 13 Female 111 any street anycity mn 55420
Setup Fladebo, Bruce 0 815 Isabella Ave Clearvater MN 55320 FH

Once you have clicked on the Merge Duplicates button a new window will open with the information from each
of the two selected persons displayed.
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Duplicate Manager

Double-Click on the Address of the person you want to merge all of the data into.

N Shawn Erdenberg N Shawn Erdenberg
1346 Midway Avenue ; 1346 Midvay Avenue
' |
(630) 513-9913 (630) 513-9913
()
(N Sherrie Erdenberg 1‘\ Sherrie Erdenberg
“"” ) 1346 Midway Avenue £ & 1346 Midvay Avenue
— sherrie@revtrak.com sherrie@nodomain.com
(630) 513-9913 (630) 513-9913
Reg. Date Class Reg. Date Class
2010-09-16 S10 469 - Elementary Reading 2010-09-30 367a - Soccer 1st & 2nd Graders

( ¥ cancel

If the person is a sub account (participant/child) to another account, the main account holder information will
appear underneath the two persons you have highlighted. The sub account will have a single person icon. If
the person is a main account holder they will have the multi-person icon. If you run your mouse over the multi-
person account holder icon a text box will pop up that shows you all of the sub accounts underneath the main
account as well as all of the phone numbers for the account. If you run your mouse over the single person
account icon, a text box will pop up that shows you the phone numbers for the account.

To select the account to merge all of the data into, double click on the address of the top person that you would
like to merge into.
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Duplicate Manager

Double-Click on the Address of the person you want to merge all of the data into. |

~ S Mark Gebhard N Mark Gebhard
‘!}J 10800 Lyndale Ave f : 37532 3rd Avenue
- mark@revtrak.com ——J‘
(507) 664-9352 (507) 664-9124
Reg. Date Class Reg. Date Class

# cancel

w w

Once you have double clicked on the person account you would like to merge into, you are then shown a
summary of what the completed merge will become. This allows you to double-check that this is the way you
want the accounts to be going forward. You may click Back button to change you merge choices or click the
Complete Merge button to complete the merge.

Duplicate Manager
If the below merged data looks correct please press the Complete Merge button to complete. !
(Y Mark Gebhard
&A1Y, 3 10800 Lyndale Ave

mark@revtrak.com
(507) 664-9352

Reg. Date Class

4= Back t 2% Complete Merge J | #K cCancel J
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Reporting

| &) Add | ﬂ Delete J‘ 1 | [Course]Title v “

The print button in the tool bar will bring up selected reports depending on which table you are located on in
the system. Also throughout the system you will see a Print Button on the various screens. Each screen has
different reports for printing, based on the location in the system.

Walk In Registrations

Select the Walk-In Registration Button which looks like a Rolodex card (Register) in the top tool bar.

Main Setup

&) Add u Delete | | - ‘ [Course]Title v n J

A new window will open in your browser. In the new window select a Category by clicking on the Category
title.

Programs
Please see the links below for activities and classes.

Achieve Summer Academy
Accelerated Courses - FACE TO FACE (5)
Accelerated Courses - ONLINE (6)
Credit Recovery - BLENDED (10)
Skill Development - FACE TO FACE (7)

You are now presented with a list of Classes for the above selected Category. Find the Class you would like to
register your student for and click on the Class Number.
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Classes Matching Your Criteria

Algebra Semester 1 (MAT301)/Semester 2 (MAT302)
Course for Students in Transition from 8th to 9th Grade Grade Level: 9, 10 Prerequisite: None Credit: 1.0 Grade Weight:

4.0 Description:... Click on the class number that the student will be registering for.
Number: Date: Day(s): Time:
MAT301/MAT302 4/ 6/4/12-7/26/12 Mo, Tu, We, Th 8:00a-12:00p

Geometry Semester 1 (MAX311)/ Semester 2 (MAT312)

Course for Students in Trghsition from 9th to 10th Grade Grade Level: 9, 10 Prerequisite: Successfully completed Algebra
I Credit: 1.0 Grade W

Number: Date: Day(s): Time:
MAT311/MAT312 6/4/12-7/26/12 Mo, Tu, We, Th 8:00a-12:00p

Algebra II Semester 1 (MAT317)/ Semester 2 (MAT318)

Course for Students in Transition from 10th to 11th Grade Grade Level: 9, 10, 11, 12 Prerequisite: Successful completion
Geometry or Honors Geometry, or teach...

Number: Date: Day(s): Time:
MAT317/MAT318 6/4/12-7/26/12 Mo, Tu, We, Th 8:00a-12:00p

Advanced Composition (LAN121)

Course for Students in Transition from 10th to 11th Grade Students will take both classes (LAN121 & LAN105) during
the summer for 1 full LAN credit. Grade ...

Number: Date: Day(s): Time:
LAN121 6/4/12-7/26/12 Mo, Tu, We, Th 8:00a-12:00p

American Literature (LAN105)

Course for Students in Transition from 10th to 11th Grade Students will take both classes (LAN121 & LAN105) during
the summer for 1 full LAN credit. Grade ...

Number: Date: Day(s): Time:
LAN105 6/4/12-7/26/12 Mo, Tu, We, Th 8:00a-12:00p

Once you have clicked on the Class number, you will be presented with detailed Class information. You
should be at a window that looks similar to below. Click on the link that says “CLICK HERE to register for this
Class.”

Algebra Semester 1 (MAT301)/Semester 2 (MAT302) Go To Shopping Cart
Group: Event Actions

Date: 6/4/2012 - 7/26/2012 Register for this Class (0

Days: Mo, Tu, We, Th v of 250)

Time: 8:00 AM - 12:00 PM

Location: Northridge High School

Room:

Instructor: Click here to reserve the spot in the class for the student,
price: $250.00 /

CLICK HERE to Register for this Class (0 of 250)

Meets

Closed July 4/5, 2012

Info

Course for Students in Transition from 8th to 9th Grade

Grade Level: 9, 10
Prerequisite: None
Credit: 1.0

Grade Weight: 4.0

Description: The fundamental purpose of this course is to formalize and extend the mathematics that students learned in
the middie grades. Because it is bullt on the middle grades standards, this is a more ambitious version of Algebra 1 than
has genarally been offered. The critical areas, called units, deepen and extend understanding of a linear and exponantial
relationship by contrasting them with each other and by applying linear models to data that exhidits a linear trend, and
students engage in methods for analyzing, solving, and using quadratic functions.

Upon successful completion of Algebra 1, students will envoll in Geometry for their freshman year.

After you have clicked the “CLICK HERE to register” link you will be taken to a screen that allows you to look
up an account in the system or create a new account.
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Lo Pt 3 .

No Results Founc/'

Type in the last name of the parent to look up an existing account.

Click on the binoculars to search for the account after you enter the last name.

If an account does not exist, you will need to set them up as a new account.
Click on the “New Account” button to set up an account for the family.

Accounts are created and looked up based on the parent/guardian’s name. They are family accounts.
Therefore, you will need to perform an account look up by the parent/guardian’s last name. Once you are in
the family account you will then create sub-accounts for the students. If a family account does not exist, click
on the “New Account” button in the upper right hand corner of the screen. You will need to fill in the basic
information for the parent/guardian before you can set up the sub-account for the student.

My Account Information -"/

Your Personal Details Parent’s Information

1
First Name: ‘/ Last Name:

E-Mail Address:

Your Address

Home Address:

City: State: Choose One : Zip Code:

Your Contact Information

Home Phone:

Work Phone:

Cell Phone:

CONTINUE p»
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After you have set up the parent/guardian account you will then proceed to the registration screen. On this
screen you will have the ability to add the students as participants. Click on the “Add Participant” button to
open a pop-up window that allows you to input the student’s basic information.

Register
Participant
Please select the participant for Algebra Semester 1 (MAT301)/Semester 2 (MAT302)

Melissa will  Click here to add students to the family account.

ADD PARTICIPANT | ="

Event Information
Please answer the following questions to complete adding your registration to the shopping cart.

* Required field

* What school do you attend?
Choose One +

Authorization
Any student absent for more than three days will be dropped from the course and forfeit registration fees.
* I agree to the above authorization statement.

) Credit Card Other

Submit

On this screen the parent/guardian account address will auto-fill in the participant’s screen, if the
parent/guardian’s address is different from the student’s just type over the address that auto-fills.
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8 00 Your School Here - Person "
[ @ https://ssl.facilitywerks.com/walkup/person.html?id=-3&sessionid=412429976-2 )

Participant
* First, Last:

Date of Birth: (MM/DD/YYYY)

* Gender: | Choose One + |

NOTE: One of the following phone numbers is required to
proceed.

Home, Work:

Cell:

* Address: 1600 Pennsylvania Ave NW
* City, St, Zip: Washington 'DC | 120500

Emergency Contact
First, Last: ‘ ‘

Relationship, Phone: ‘ ‘

ADD PARTICIPANT

Once a participant has been added to the family account they will be listed under the participants section of the
registration page. Click on the radio button in front of the student’s name to select them as the participant in
the class that you are registering for. Once a participant has been selected, you can move down to the
registration questions.
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Register

Participant
Please select the participant for Algebra Semester 1 (MAT301)/Semester 2 (MAT302)
Melissa Will
/____—’ + Shelby Will

Radio Button to Select Participant )
ADD PART *ANT

Event Information
Please answer the following questions to complete adding your registration to the shopping cart

* Required field .
virea t Registration Questions

* What school do you attend?
Jefferson s

* What is your Student ID?
12345

* Who is your counselor?
Scott Brown

Authorization
Any student absent for more than three days will be dropped from the course and forfeit registration fees
* 1 agree to the above authorization statement.

/ + Credit Card Other

Payment Type Continue Shopping Checkout

After you have completed the Registration Questions, you will need to select if the payment is a “Credit Card”
payment or an “Other” payment. If a student is making a partial payment, they will only be able to be entered
in the system as “Other.” Select Continue Shopping or Check Out. Once a Payment Type has been entered
you will be not be allowed to change payment types when you continue shopping.

Other Payment Type

If they are making a partial payment (cash/check only) or a cash or check payment, select the “Other” radio
button and then click the submit button. You will then go to a payment screen. The screen will auto fill with the
total amount due. If the student is making a partial payment you can over write the Payment field.
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Payment

I Class | Cost ’ Pay I

Bicycle Safety
Zoey Bartlet ’$18.00 ‘ $18.00bemove

N\

Total: $18.00
Payment Type: | Cash v If a partial payment is being made,
Reference: enter the actual amount being paid

by over writing the Payment field.

Submit

Select the payment type from the drop-down menu for the payment and enter a reference number if available.
Then you will need to click the submit button. Once submitted you will be given the option to “Click Here” for a
receipt or continue on with another registration. A receipt will be emailed to the parent/guardian’s email
address.

Credit Card Payment Type

If they are making a full credit card payment, select the “Credit Card” radio button and then click the submit

button. You will then go to the check out screen. The screen will auto fill the fields with the parent/guardian
information that you have already entered into the system. If the student is not using the parent/guardian’s

credit card, you can overwrite the auto fill information with the accurate billing information for the credit card
holder. Once the correct billing information is entered, click Continue in the lower right hand corner.
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Look Up Field

In each of the tables in the database you can use the Look Up field to search for various items in the list below.

Using the drop down menu you can select the field that you would like to search in. Enter the value that you
would like to search for in the open field and click on the binoculars icon.

Main Setup Person - 453
© Add {3 pelete - = [Person]Last Name v
[Person]Last Name
Main Name Age Gender = Address City state | Zip
e [Person)Emall
Able, Jennifer 0 1117 Timbers Pass Mundelein L 60060
™ schedule [Person]First Name
Ackermann, Bric oo e date Enter Value to search for o 5845 Maple Drive Chaska MN 56432
(5 Reservation o
= Ackermann2, Bt (perconiage 0 123 Aspen Waconia MN 55387
(2 Usage Requests Ackermannd, Brian 0 123 Oak Street waconia MN 55387
L2l Building Agedew, Hiruth 0 13402 Whaley Court Herndon VA 20171
Space Allen, Lisa 0 505 Main Street Prior Lake MN 55372
% croup Amundson, Pat 0 605 E. 6th St. Alvert Lea MN 56007
- Anderson, Jane 7 Female 100 Lakeview Terrace Lakeville pio) 12345
Question Profile
Anderson, Julie 7 Female 100 Lakeview Terrace Lakeville OH 55555
Course
- Anderson, Mary 7 Female 100 Lakeview Terrace Lakeville OH 55555
[ cass Anderson, Rachel 0 100 Lakeview Terrace Lakeville oH 55555
D, Manager Applewood, Dana 24 Female | 815 Yellowstone Dr Grapevine ™ 76051
{) 1Instructor Applewood, John 0 815 Yellowstone Dr Grapevine > 76051
N At Test 0 Its Address Its City 1A 55420
i Person
Balley, Elizabeth 5 Female | 10800 Lyndale Ave S Bloomington MN 55420
Balley, Jack 11 Male 10800 Lyndale Ave S Bloomington MN 55420
Balley, Karen 0 10800 Lyndale Ave S Bloomington MN 55420
Balley, Margaret 13 Female | 10800 Lyndale Ave S Bloomington MN 55420
Balley, Norah 13 Female | 10800 Lyndale Ave S Bloomington MN 55420
Baker, Susan 0 505 Main Street Prior Lake MN 55372
Banister, Diane [ 2390 S Milford Rd Highland MI 48357
Barlett, Elizabeth 3 Female | 314 Clyburn Road James sc 21632
Bartlet, Abble 0 4225 Hardy Drive Scottsdale Az 85241
Bartlet, Jed 0 1600 Pennsylvania Ave NW  Washington oC 20500
Bartlet, Zoey 6 Female | 4225 Hardy Drive Scottsdale Az 85241
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