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Season level: Enable authorized drop-off/pick-up persons and 
signatures 

 

Location:  
1) Home tab  
2)  Seasons > a season  
3) Setup link > Settings section  
4) Season > Attendance tracking > Tracking mode dropdown list and checkboxes 

 

When creating a new season, by default, the season level Attendance tracking switch is on and the Tracking mode is set 
to Check-in. 

 
 
 
 
 
 
 

If the Enable authorized drop-off/pick-up persons and Require drop-off/pick-up persons’ signatures 

checkboxes are selected, then instructors are required to select the authorized person and collect their 

signature when dropping-off or picking-up a child. 

 
If the season level Attendance tracking switch is off, then agency users and instructors will be denied access to that 
session’s attendance calendar direct URL. 
 

FDR registration: Authorize drop-off/pick-up persons for a minor 
During Front Desk Registration (FDR), the Authorized pickup section appears only if: 
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At the season level, the Attendance tracking > Enable authorized drop-off persons or Enable 
authorized pick-up persons checkbox is selected. 
The registrant is a minor (when Child/Other person is selected without entering a birthdate, or the registrant is under 18). 
 

Location: 
1)  Home tab  
2) Actions > Register someone > Session registration > a season  
3)  search for the required person > a session  
4) Answer questions tab > Select authorized pickup 

 
If this section appears, then staff user must select at least one authorized pickup person for the underage participant: 
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In this case, Tracy White is listed as an adult member/guardian in this family but is not an authorized pickup person for this 
child in this session. 
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Admin: Update authorized pick-up persons 
If the Attendance tracking and Advanced features are enabled at the agency level, then for an underage participant, 
agency users can edit or remove an authorized person, or add a new authorized person on behalf of parents or 
guardians. 
 

Location: People tab > an underage participant > Authorized pickup 
 

 

The Pickup list includes both authorized persons and other adult family members. Agency users can edit an 
authorized person’s name or phone number: 
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To change an existing adult’s authorized status, click Authorized/Unauthorized: 
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To add a new authorized person, click + Add pickup: 
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If there are other underage participants in the same family, then agency users can switch the view and manage their pickup 
lists. 

 

 
 

Different participants in the same family can have different authorized pickup persons; however, in the above example, 
the authorized pickup persons for Jimmy White and June White are the same. 
 
Any changes to the list will be reflected in the Registration Form. 
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Display drop-off/pickup person information in the Registration form 

report and Daily Attendance Report 

If the authorized drop-off/pick-up person and required signature features are enabled at the season level, then for 
underage participants: 
Their authorized pick-up persons’ information will be listed in the Registration form report. 
Their attendance, drop-off/pick-up persons’ names and electronic signatures will be listed in the Daily Attendance 
Report. 
 
Location: 
 

1) Home tab  
2) a season  
3) Reports tab  
4) Registration form report or Daily Attendance Report 

 
Registration form report: 
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Daily Attendance Report: 
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Attendance for upcoming sessions (for example, a future absence) is also included in the report. 
 

 

Export of the report to PDF format is now supported. 
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Select drop-off/pick-up persons during check-in/check-out 
If the authorized drop-off/pick-up person feature is enabled at the season level, then in the Attendance tracking 
tool, during check-in/check-out, instructors must select the drop-off/pick-up person when checking in/out a minor. 
If the signature collection feature is also enabled, then the drop-off/pick-up person must provide their signature. 
The attendance status changes accordingly. Agency users can also mark attendance for upcoming sessions. 
 
If both the Enable authorized drop-off/pick-up persons and Require drop-off/pick-up persons’ signatures 
checkboxes are selected, then both the authorized persons’ names and the signature box will be displayed on the 
Select drop-off/pick-up popup screen: 
 
Location:  
1) Home tab  
2) A season  
3) A session  
4) Attendance tracking  
5) Required date (current or upcoming)  
6) Check In (or Check Out) tab  
7) Select drop-off (or pick-up)/tick (or exit) icon Check-in (desktop version): 
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To reset the participant’s attendance status, click the tick icon, then click Yes. 
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Check-out (desktop version): 
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To reset the participant’s attendance (check-out) status, click the exit icon, then click Yes. 
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If only the Enable authorized drop-off/pick-up persons checkbox is selected, then only the authorized persons’ 
names will be displayed on the Select drop-off/pick-up popup screen. 

 

Location:  
1) Home tab  
2)  A season  
3) A session  
4)  Attendance tracking  
5)  Required date (current or upcoming)  
6) Check In (or Check Out) tab  
7) Select drop-off (or pick-up)/tick (or exit) icon 

 
Desktop version: 
 
 

  Mobile version: 

 
 

If only the Require drop-off/pick-up persons’ signatures checkbox is selected, then instructors only need to 
collect signatures during check-in/check-out. 

 

Location: 
1) Home tab  
2)  A season  
3)  A session  
4)  Attendance tracking  
5)  Required date (current or upcoming)  
6) Check In (or Check Out) tab  
7) Collect signature/tick (or exit) icon 
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Desktop version: 
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Registration Form: Authorize drop-off/pick-up persons during 
registration 
If the authorized drop-off/pick-up person and signature feature is enabled by the agency at the season level, then when 
parents or guardians register on behalf of a minor (when Child/Other person is selected without entering a birthdate, or 
the registrant is under 18), they can either select an existing adult family member or add a new adult as the authorized 
drop-off/pick-up person. 
 
Location: 

1)  Online registration site > a season > a session > 
2)  ADD > CONTINUE > Registration Information page  
3)  Registration Forms section > Authorized pickup 

 
The primary parent or guardian is listed as the default authorized pickup person. To add more authorized pickup persons, 
click the pencil icon > + Add. 
 
Desktop version: 
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Online Account: Manage drop-off/pick-up persons 
If the Attendance tracking and Advanced features are enabled at the agency level, then in the Online User Account, after 
registering an underage participant, parents or guardians can add, edit or remove authorized drop-off/pick-up persons for 
that participant. 
 

Location: Online User Account > Manage Authorized Pickup 
 

Desktop version: 
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Parents and guardians can also manage pickup lists for other minors in the family: 
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Enhancements 

Merchandise purchase report 
In the Merchandise purchase report, the Merchandise filter list is now in alphabetical order. 

Location: a season > Reports link/tab > Merchandise purchase report 

 
 

Edit variant 
On the Edit variants screen, if agency users do not make any changes to variants or variant values, then the 

Continue button is disabled. 
 

Location: Merchandise tab > an unsold merchandise > Edit variant 
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After a change is made, then a warning message is displayed and the Continue button is available. 
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