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Portal Alerts

New alert message notification
In the AUI, Agency users are now notified of new alert messages (such as new feature, enhancement or bug fix
announcements) by the bell icon:

If there are any unread messages for the current user, then a red dot with the unread message count
appears on the bell icon. Clicking the bell icon displays a list of unread message titles.

To view the unread messages:
1) View all > Knowledge Base > IMPORTANT ACCOUNCEMENTS section.

When there are no unread messages, clicking the bell icon also directly opens the Camps and Class Manager
Knowledge Base.

ACTIVEWOXS. | Camp & Class Manager Heihei Hei

New messages

Sattvic Retreats Wen Test2

task assigned to me

Seasons
View Current seas§ PAN-2
zsdvSFv Draft Complete your season setup to View all
Setup | Sessions | Reports | Delete Current status receiving registrations
Next payment from ACTIVE
copy of Art Classes Summer 2017 Draft Complete your season setup to start

Saturday, July 1, 2017 - Saturday, November 3, 2018

Current status receiving registrations 5 3
Setup | Sessions | Reports | Delete $000 (so far)

This period: 06/16/2018 - 06/30/2018
Merchanidise Aggregation Draft Complete your season setup to start $OOO

Setup | Sessions | Reports | Delete Current status receiving registrations Last period: 06/01/2018 - 06/15/2018

Season without session Draft Complete your season setup to start
Setup | Sessions | Reports | Delete Current status receiving registrations




Attendance Tracking 1.1

Enable and configure attendance tracking mode

Agency administrators can now configure Attendance tracking at the agency and season levels to provide
Check-in tracking.

Agency level:

Location: AUl > Account link > Settings > Advanced settings > Attendance tracking > Tracking mode dropdown

ACTIVEWOXS. | Camp & Class Manager

Advanced settings

Attendance tracking ( )

Enable attendance tracking for this agency

Allow coaches to log and monitor participant attendance and email participants with repeated absences.

* Tracking mode Check-in & Check-out ¥

Check-in

Check-in & Check-out

Season level:

Location: AUl > Home tab > Seasons > a season > Setup link > Settings > Season > Attendance tracking > Tracking
mode dropdown

ACTIVEWOKS. | Camp & Class Manager Camps User [d ¥
Home People Finance Email
Step 1: Season Status: Active
Let's get started! First, name your season. m
* Season name SeasonA Settings

Example: Summer 2018 Basketball
USA Hockey memberships only

* Categories Select categories that best describe the activites in this season. Categories will help customers find
this season through interne search engines - the more relevant, the better,
Maximum of 10 categories.

Contact Assign contact person

Program settings

Enzble programs for this season to be published in active.com or activekids.com

Program settings off
® on

Frequently asked questions

Attendance tracking

Enable attendance tracking for this season

* Tracking mode off
® On
| Check in

Terminology =
——— Check in & Check out
& L il o SR




Copy attendance portal URL link

On the Home tab, agency users can now click the Copy attendance portal URL link to distribute the attendance
portal URL to coaches or instructors:

ACTIVEWOKS. | Camp & Class Manager

People

Actions

View  Current seasons

SeasonC

3 20195 Active 14 £267.94
EStNov‘einber i ]SR - Current status Registrations collected ~ Total szles
Setup | >essions epor

Next payment from ACTIVE
SeasonB .
B o0 Active 6 £98.34

59 Novemtjer 20 JU'L‘Y_ZOIS Current status Registrations collected  Total sales £77.98 (so far)
Setup | Sessions | Reports | Delate This period: 01/06/2018 - 15/06/2018
SeasonA . -

i 5l Active 26 £1,106.67 £103.42
30 November 2017 - 25 July 2018 Current status Registrations collectad Towal salas Last period: 16/05/2018 - 31/05/2018

Setup | Sessions | Reports | Delete

Quick Links

Link to attendance portal
Allow coaches or teachers to mark attendance of participant directly from the attendance portal.

Copy attendance portal URL

\Z
Copy attendance tracking link

Place link to registration in an email blast or on your website to help coaches or teachers sign up quickly.

Attendance tracking link for all seasons




Record future attendance
To record planned absences (such as a vacation), instructors can now select a future date on the calendar and then

mark the Future attendance for an individual or all participants as Absent, Present or Unknown:

Desktop

Mobile-responsive

< Back to calendar

Participant

(I AAA, AAA
. Mole

AAA, AAA

AAA, AAA

Lcamps_alacarte,
Fcamps_alacarte

KA A A

Male

ACTIVEWOKs  Camp & Class Manager

Future attendance

Parents

Lcamps_alacarte, Fcamps_alacarte
Lcamps_alacarte, Fcamps_alacarte

Lcamps_alacarte, Fcamps_alacarte

Lcamps_alacarte, Fcamps_alacarte

324324

Welcome Camps

Filter by = All tuitions

5 Participants

Attendance

Mark allas v

< Future attendance

5 Participants

B AaA, AAA
Fa Male
=]

5 AAA AAA

- Male

B AAA, AAA

N Male

VB AAA, AAA

Lcamps_alacarte,

™\
4 Fcamps_alacarte
Male

ACTIVE

Mark allas A

All tuitions  w

Q

AUI Participant attendance tracking: Record future attendance
In the AUI, agency staff can now mark a participants' attendance on a future (Upcoming) date to record a planned

absence, such as a vacation.

Location: AUl > Home tab > Seasons > a season > Sessions link > a session > Registrations > a participant > a session >

Actions dropdown > Manage attendance > a future (Upcoming) date > Actions dropdown

©,

session A

Tuition

01/06/2018 - 28/05/2020 Price - £9.89

BB

[ update status v

25/06/2018 Present

27/06/201

za/os/zml

Upcoming

} (Upcoming)|

29/06/2018 (Upcoming)

30/06/2018 (Upcoming)

01/07/2018 (Upcoming)

04/07/2018 (Upcoming)

s a

k as unknown




MARKET-REQUESTED FEATURE: View More information during check-in and check-out

Instructors can click a participant's name to open the More information popup and:

View the participant's parental contact information.

View session options purchased for the participant and the price.

View the participant's account balance.

View

the participant's address.

View merchandise purchased for the participant and merchandise fulfillment status.

Desktop Mobile-responsive
AICTIVEWOrKs  Camp & Class Manager Weicome Camps Sign out < Mark attendance
< Back to calendar Mark attendance Filter by = All itions v

Male

w

Male

ChecklIn  Check Out

Search Parti Q

Participant Parents

' ILAAA, AAA Lcamps_alacarte, Fcamps_alacarte
@ M 324324

ale

‘ﬂ AAA, ARA Lcamps_alacarte, Fcamps_alacarte
4,

g’ Male 324324

'E ARRARA Lcamps_alacarte, Fcamps_alacarte
{&a Male Hedazd

'»H BAT AR Lcamps_alacarte, Fcamps_alacarte
2,

324324

Lcamps_alacarte,
Fcamps_alacarte

% View notes

B View notes

B view notes

|—§‘j View notes

B view notes

5 Participants

Mark allas v

Attendance
X v
X v
X v
X v
X v

Check In

5 Participants All tuitions w

rticipant Q
(A
= viale X v

More information View notes

B AAA AAA
= Male X v
(=5

I AAA, AAA

i;, Male X v
|
o

AAA, AAA
Male X v

Lcamps_alacarte,
Fcamps_alacarte X v
Male

4

Mark allas A




More information X

Participant AAA AAA

Male

) ) Parents Fcamps_alacarte Lcamps_alacarte
More information 324324
Tuition Price - £9.89
Balance £0.00
Address sd
Price - £9.89
sd, AL 12345

£0.00 United States

sd
sd, AL 12345 Merchan

United States Ala cartsingle 2

testS merchandise: X/ RED

ALACART! Merchandise: Varianti_1/ Variant2_2 / Variant3_ {_F

1

To protect their agency's financial information, Agency administrators can configure participants' More Information
pages to hide tuition prices and participant's balances from specific Attendance tracking users.

Location: AUl > Account link > Settings > User administration > System users tab > a user > Edit link > Other
restrictions > Hide participant financial data checkbox

ACTIVEWOES. | Camp & Class Manager Camps User |

Edit user

Update the permissions and name of your user.

* First name John

* Last name Doe
Email address jay.wang@activenetwork.com User administration
Role Account owner

Ab'z to access and manage 2l organization level information 2né account settings,

Other restrictions User cannot make transactions or modify orders
Hide summary financial data

# Hide participant financial data

* Season restriction ® Al (no restriction)
Select seasons

* Session restriction ® Al (no restriction)
Select sessions

Frequently asked questions




Desktop Mobile-responsive

More information X

Participant

Parents Fcamps_alacarte Lcamps_alacarte
. 324324

Tuition Price

More information

sd
e:\!x AAA sd, AL 12345

United States
Fcamps_alacarte Lcamps_alacarte
324324

Merchandis

Price Ala cartsingle 2

& testS merchandise: X / RED i
sd. AL 12345
United States

Merchan
Als cartsingle 2

testS merchandise: X / RED




View participant's notes during check-in
On the Check In tab, Instructors can View notes for a participant (such as General or Medical

notes, but not Financial notes):

Desktop Mobile-responsive
ACTIVEWOKS Camp & Class Manager Weicome Camps sign out < Mark attendance
< Back to calendar Mark attendance Filter by =~ All tuitions v Check In
CheckIn  Check Out 5 Participants All tuitions v
ch Participant Q 5Participants = Markallas v - nt Q
Participant Parents Attendance 'ih AAA, AAA X <
- T >
[
lnu AAA, ARA Lcamps_alacarte, Fcamps_alacarte . P
= S 324324 w notes X v
More information View notes
'M AR, BAA Lcamps_alacarte, Fcamps_alacarte ) e
B o 324324 & Viewnote Xy CRER AAA, AAA
S Male X v
(&=
8 AAA, AAA
p“.ﬂ - Iéczaggz_alacane, Fcamps_alacarte E (e X o ,
ale "u AAA, AAA
i’:« o Male X Vv
la-u AAA, RAA Lcamps_alacarte, Fcamps_alacarte »
B e 324324 = Y
'i' B AAA AAA
Lcamps_alacarte, X Male X v
- _ .
4 Fcamps_alacarte B Viewinta X 7 (&8
Male
" Lcamps_alacarte,
d Fcamps_alacarte X v
Male
Mark allas A
View notes X
Priority Note Type
B n General
View notes X
=] rirt Medical

Priority  Note

B ]

B

Type

General

Medical

10



Daily Attendance Report
Agency users can now run the new Daily Attendance Report to monitor the daily attendance of participantsin a
session.

Location: AUl > Home tab > Seasons > a season > Reports link > Daily Attendance Report

ACTIVEWOXs. | Camp & Class Manager

Camps User

View another season ¥

SeasonC

Home > SeasonC > Reports

Dashboard Sessions Coupons Reports Group assignments
Reports Search for a report
[hiew custom report )

USU | Daily Attendance Report
@j Shows the daily attendance records for all your registrants.

Select a session 1

@J Pt At e dants raor Select a session to run attendance report. Ty Q

Shows the attendance records for all your registrants in this season.

USU Merchandise purchase report
@ Shows the current merchandise purchases for all sessions in your season.

Name A‘Dde

=

O session A

session B

session E

01/06/2018 - 28/05/2020 BB
08/05/2018 - 28/05/2020 BB

16/05/2018 - 27/06/2020  AA

=) ()

Agency users may select the required Session, Tuition and Session dates for which to view participant attendance.
The Instructor, Location and Session available dates for the selected session and tuition are displayed.

The Check-in status for each participant on each date is listed in the report, together with date/time stamps
(Check-in time) and the username of the Recorder.

11



ACTIVEWOKS. | Camp & Class Manager

SeasonC

Home > SeasonC

Camps User

View another season ¥

| Email selected people |

Dashboard Sessions Coupons Reports Group assignments
Daily Attendance report | Exportreport ¥ || Share | [Search Q
Session: session A Instructor: Wang, Jay
Tuition: All Location: BB
Session date: 24/0672018 to 24/06/2018 | Update ; J Session avaliable:  01/06/2018 - 28/05/2020

Showing 5 of 5

AAA, ARA 24/06/2018 Price Present 25/06/2018 6:58 AM Lcamps_alacarte, F Check out 26/06/

AAA, AAA 24/06/2018 Price Present 26/06/2018 6:24 AM User, Camps Check out 26/06/

AAA, AAA 24/06/2018 Price Absent 25/06/2018 7:12 AM Lcamps_alacarte, F

AAA, AAA 24/06/2018 Price Present 26/06/2018 6:24 AM User, Camps

Lcamps_alacarte, F 24/06/2018 Price Present 25/06/2018 6:58 AM Lcamps_alacarte, F Check out 25/06/
B | Name Session date Tuition a ' Recorder | Check-out status Check-out time

AAA, AAA 24/06/2018 Price 58 AM Lcamps_alacarte, F. Check out 26/06/2018 6:24 AM User, Camps

AAA, AAA 24/06/2018 Price 24 AM User, Camps Check out 26/06/2018 6:24 AM User, Camps

ABA, ARA 24/06/2018 Price 12 AM Lcamps_alacarte, F.

AAA, ARA 24/06/2018 Price 24 AM User, Camps

Lcamps_alacarte, F. 24/06/2018 Price 38 AM Lcamps_alacarte, F. Check out 25/06/2018 6:58 AM Lcamps_alacarte, F.

ACTIVEWO®s. | Camp & Class Manager

SeasonC

Home > SeasonC

Camps User

Agency users may export the Daily Attendance report to either a MS Excel (.xlIsx) or HTML file:

View anof

Dashboard Sessions Coupons Reports Group assignments
Daily Attendance report | Export report ¥ Share | |Search Q
Session: session A In§ Export to Excel iy
Tuition: Al Pop: DPOtoHIML
Session date: 24/06/2018 to 24/06/2018 U;dat: Session avaliable: 01/06/2018 - 28/05/2020
| Email selected people |

Showing 5 of 5

12



Daily Attendance report — Excel export:

A | B el D | E | F | G H | 1
" SeasonC

27 Session: session A Tuition: All Session date: 24/06/2018 - 24/06/2018

3 | Instructor: Wang, Jay Location: BB Session available:  01/06/2018 - 28/05/2020

4

5 B4 Session dateBd TuitionBd Check-in status Bl Check-in time B Recorder B3 Check-out status B Check-out time @ Recorder - |
6 |AAA, AAA 24/06/2018 Price Present 25/06/2018 6:58 AM Lcamps_alacarte, Check out 26/06/2018 6:24 AM User, Camps

7 |AAA, AAA 24/06/2018 Price Present 26/06/2018 6:24 AM User, Camps Check out 26/06/2018 6:24 AM User, Camps

8 |AAA, AAA 24/06/2018 Price Absent 25/06/2018 7:12 AM Lcamps_alacarte,

9 |AAA, AAA 24/06/2018 Price Present 26/06/2018 6:24 AM User, Camps

10 Lcamps_alacarte, 24/06/2018 Price Present 25/06/2018 6:58 AM Lcamps_alacarte, Check out 25/06/2018 6:58 AM Lcamps_alacarte,
11

12 |Count: 5

13

Daily Attendance report — HTML export:

Daily attendance report - SeasonC - session A - 24-06-2018 - 24-06-2018  run on 26/06/2018 8:20:41 Am

Records: 5

AAA, AAA 24/06/2018 Price Present 25/06/2018 6:58 AM Lcamps_alacarte, Fc...  Check out 26/06/2018 6:24 AM User, Camps

AAA, AAA 24/06/2018 Price Present 26/06/2018 6:24AM  User, Camps Check out 26/06/2018 6:24AM  User, Camps

AAA, AAA 24/06/2018 Price Absent 25/06/2018 7:12AM  Lcamps_alacarte, Fc...

AAA, AAA 24/06/2018 Price Present 26/06/2018 6:24AM  User, Camps

Lcamps_alacarte, Fc...  24/06/2018 Price Present 25/06/2018 6:58 AM Lcamps_alacarte, Fc...  Check out 25/06/2018 6:58 AM Lcamps_alacarte, Fc...

Performance Enhancements

Registration workflow loading speed improvement
In the CUI, loading speed of registration workflows with session groups has been improved.
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