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Summary

Managing a camp can be challenging. Most of the
time you're going to need to be quick on your feetand
ready with answers to your participant’s questions.
And yet, sometimes the most basic things are the
most necessary. You'll need to know how to transfer
and cancel, edit prices and discount which are called
Registrations Adjustments in the system. These
are often also called Order Actions.

This user guide contains the basics about the
Registrations Adjustments available to you in
Camp and Class Manager. The Registrations
Adjustments menu is where you can manage
different aspects associated with an order, like editing
purchases, transferring participants to other sessions,
adding and removing discounts, and canceling
registrations.

You'll find information addressing the most common
questions about Registrations Adjustments as well
as some best practices and troubleshooting tips. You
can find more user guides and help articles about
online accounts and many, many other topics in our
Camps & Class Manager Help Center:
http://support.activenetwork.com/camps

AACTIVE

network.

Current state of this order

Actlons T Computer Sclence - Price
ilc“':'”f D6/01/2019 - 06/30/2019

=W
Edit purchases TEST Active Office
Transfer Billy Baston
Add cther discount
Cancel Tuition

Price - 540000
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Registration Adjustments

We will be going over the four main Registrations Adjustments available in the actions menu dropdown in this guide.
Each action will enable you to perform important changes to an existing order.

Edit Purchases

You can always change the tuition price of an existing order if you need to adjust the price of a camp but want to do so
without applying a discount. Sometimes tuition changes also come as a result of the price of a camp changing after
someone has already registered.

It is important to note, however, that you cannot edit the price to be more expensive than the tuition allows.

To edit the price of an existing purchase:
Click People tab
Search customer's name in search bar
Select customer's name
Select Order number
Next to Item name, select Edit purchases from Actions drop-down menu
Next to tuition price, click Edit
e Options to adjust the price include:
e Manually adjust price: Being able to enter any price the user wants
e Use standard price: Set the price to the regular price
o Use early bird price: Set the price to an early bird cost
7. Select Manually adjust price
8. Reduce price by amount
9. Click Continue to review screen
10. Review changes
11. Click Submit

ogkrwnNE

Modify registration for Billy Baston

Sezzlon Form questions

Computer Selepes (06/012019 - 06/20/2019)
TEST Active Office

Select a tultlon Price Spots left

* Price Early bird price: $40000 Edn v 19

Manually adjust price

Select sesslon optlons Qity. Price Use standard price

Dally Lunch 1 S50.00 Use early bird price

Extended Care/Late Pick Up 1 $10.00

Extended Care/Early Drop Off 1 $10.00 Unlimited
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Adding Session Options to an Existing Order 4CTIVE

network
In some cases, parents might have forgotten to add a session option to their order or didn’t purchase enough of a
specific item. In these instances, an agency admin does have the option to edit the order and adjust the session
options.
To add or edit a session options purchase from an existing registration:
1. Click People Tab
2. Click camper hame Meodify registration for Billy Baston
3. Click Order number for appropriate program -~ = :
- . . ession rorm questions
4. Click Actions and choose Edit Purchases :
5. Scroll to Session purchases and edit session
options
e Adjust quantity for quantity defined Comprter Eclence (DG/0V2019 - 06/30/2015)
opt|ons EST Active Office
. . Sel P 5 left
e Check or Uncheck Session Options to . :w”'""" . $400"D°; ) P .
Tic y bird price: | Edit v 1
add or remove them from order : SRR
e Edit price of session options in individual
Ordel’s Select sesslon optlons Gty. Price Spots left
6. Click Continue to Review Screen Delly Luneh ' 8000 yniimied
7_ C“Ck Subm|t | Extended Care/Late Pick Up 5 $1000 Edn ¥ Unlimited
Extended Care/Early Drop Off 1 $10.00 Unlimited

Making Payments to Existing Orders

You might run into instances where you need to enter a payment for a parent. You can log a cash, paper check, or a
credit card payment directly onto an order! You will not be able to apply an electronic check (e-check) payment within the
customers account.

To log a payment:
1. Click People tab
2. Search and select account or participant name
3. Click Make payment
e If account has more than one order, select correct order from drop down menu
Select Pay in Full or Custom Amount
Select payment method (credit card, paper check, or cash)
Enter required information
Click on Submit payment

No ok

Payment amount

Total amount due $408.00

' Payment amount Pay In full ($408.00)
# Custom amount $|208.00
Recommended peyment amourt $408.00 ?

Payment will be automatically allocated. Manage allocation

Payment information

e I
= #3 B
Credit card Check Cash
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One of the more common actions is to transfer a participant from one session to another. If your participant changes

their mind about an offering and wants another one, a transfer is what you need! In the product, you can transfer from
one session to another in the same season only; you cannot transfer participants from one season to another, though!

Registrants can be transferred to a different session within the same season by:
Enter specific registrant's name into search bar at top

Click desired registrant name

Click appropriate Order number

Click Actions and choose Transfer

Select new session for registrant

Click Continue to review screen

Click Submit

NougprwbdE

Transfer Billy Baston IN to:

Select session Form guestions

Sessions . Q

Sesslon name Date Location Open spots

Chemilstry 101 (07/01/2019 - 0B/02/2019) 3 Remove
TEST Active Office

Select a tultion Price Spots left

'® Price $40000 Edit ¥ Unlimited

Select sesslon optlons Qty. Price Spots left

) Daity Lunch 1 $50.00 Unlimited

Transfer/Register from the Waitlist

In some cases, a parent might end up registering their child for a program that is on a Waitlist. While some parents
might transfer to another session or cancel their registration, it will open some spots up for others to be registered into

the program!
Registrations and attendance

To register participants from a waitlist:

Registration information and attendance tra

1. Select season name

2. Select SeS.SIOI‘IS tap

3. Select desired session

4. Click number of Waitlist registrations Actons -+ WAITLIST - 2 - Indoor Camp 2:.

5. Click Participant's name - 1212018

6. Click Yes on the pop-up Confirmation window ] ~ n

7. Next to session name, select Register from waitlist in Actions Transferto anoiner session

drop-down menu Remove from waitlist

8. Select tuition and session options

9. Click Continue to Review screen View order or Camp 4.

10. Click Submit 181201
Resend confirmation email PN

lultion
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Coupons and Discounts

There will be times when you either need to work with discounts on orders. Sometimes situations come up where a
coupon is needing to be added or removed, or maybe a different discount needs to be applied. Here is how you can

do this.

To add a coupon to an existing order:
1. In People tab, search for desired participant's name
2. From list, click desired name
3. Under Order history, click Order number in blue
4. In top right corner, click Apply discount
5. Choose Apply a coupon
6. Enter coupon code
7. Click Apply coupon
8. On review screen, click Submit

To remove a coupon from an existing order:
1. In People tab, search for desired participant's name
2. From list, click desired name
3. Under Order history, click Order number in blue
4. Select Remove Coupon from Actions drop-down
5. On review screen, click Submit

To add a discount to an existing order:

In People tab, search for desired participant's name
From list, click desired name

Under Order history, click Order number in blue
Select Add other discount from Actions drop-down
Select appropriate discount from dropdown

Fill in Amount if not auto-populated

Click Apply discount

NogprwdhE

AICTIVE

network.

Apply coupon

Enter code COUPONCODE

Current state of this order

Actions v Computer Sclence - Price
Actlons 06/01/2019 - 06/30/2019
Wisw

Edit purchases TEST Active Office

Transfer Billy Baston

Add other discount

Cancel Turtlon
Pice - $40000

Coupon - ($50.00)

Add discount to order

Discount Select one v

Amount g;l:l_m"s\c & required

Apply 1o registration Automatic v

Reason Enter a reason why you are giving this discount.

This nate will DE A0GEd to The IMernal notes 1o this customer.

Cusomars Wi ot ses s IemsTon
[ [ Aely discount
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Cancel Registrations Petwore

If a participant asks to be withdrawn from a session or you are no longer offering a session, you can cancel a
participant’s registration. During a cancellation, you will be able to keep a cancellation fee. Additionally, you will have
the option to place any funds paying into a credit balance or refund back to the parent via original payment method.

Select People tab
Search and select account or participant name
Select order number containing registration
Select Cancel from Actions drop-down menu
e On this screen, you can enter an amount of a cancellation fee
e Note: cancellation fees can only be charged if something has been paid to the order.
Continue
Review Order summary and Credit to be refunded
e Note: You can refund to the families credit balance on this page
7. Submit

pONMPE

oo

Order summary
htems Subtotal
Canceled registration:

Computer Sclence - Price

06/012019 - 08/30/2019
TEST Active Office

Billy Baston
Tultlon
[Canceled] Computer Sclence - Price - ($400.00) (3400.00)
Original order balance View order $200.00
Pending changes 1$400.00)
Updated order balance (S200.000)

| Reallocate credit to be held in the family's credit balance. E

Credit to be refunded

These changes result in a credit on this order. This credit will be refunded to:

Your organization must refund $200.00
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© 2016 ACTIVE Network, LLC, and/or its affiliates and licensors. All rights reserved. No part of this publication may
be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into any computer language, in
any form or by any means, electronic, mechanical, magnetic, optical, chemical, manual, or otherwise, without prior
written permission. You have limited permission to make hard copy or other reproductions of any machine-readable
documentation for your own use, provided that each such reproduction shall carry this copyright notice. No other
rights under copyright are granted without prior written permission. The document is not intended for production
and is furnished “as is” without warranty of any kind. All warranties on this document are hereby disclaimed
including the warranties of merchantability and fithess for a particular purpose.

About ACTIVE Network, LLC
ACTIVE Network, LLC is a technology and media company that helps millions of people find and register for things
to do and helps organizations increase participation in their activities and events.

For more information about ACTIVE Network, LLC products and services, please visit ACTIVEnetwork.com.
ACTIVE Network, LLC
717 North Harwood Street

Suite 2500
Dallas, TX 75201
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