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Self-Transfer: Overview and Set-Up

Camp & Class Manager can now be configured to allow consumers to transfer their registration from one Session to
another from within their online accounts (SSUI).

This feature provides agency users with the ability to create transfer rules that can be used to align what is allowed
in the system with the organization’s own transfer policy. These rules dictate which Sessions can be transferred in or
out of, what transfer fees to charge, and what time frame to allow transfers within.

In the AUI, agency users can enable self-transfers for a season by switching on the Home tab > Seasons > a season >
Setup link > Settings menu > Self-transfer > Allow self-transfer switch (disabled by default):
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Membership

Manage your private lessons with the all-new ACTIVE Reserve! Click here to learn more
Step 5: Self-transfer Status: Active

Allow registrants to self-transfer their registrations in this Season from their online account. Leam more Senings

Allow self-transfer [ @)

Transfer-out rules *

° Create rule

Transfer-in session applicability Seif-transfer
o None
All sessions

Selected sessions

Exceptions
Allow transfers without fees within first 24 hours after purchase

No transfers after | 1-355 days before the start of the original session
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On the Self-Transfer set-up page, there are three areas for configuring Self-Transfer restrictions.
e Transfer-Out Rules define what date range to allow self-transfer during, and what transfer fees to charge
during this window of time. A rule can be applied to all Sessions in a Season, or can be applied to selected

Sessions only.
o If an organization charges differing transfer fees based on program type within the same Season,
separate Transfer-Out Rules can be created and assigned to the applicable group of Sessions.
o If the amount an organization charges in transfer fees for a program varies based on the date of
transfer, multiple tiers can be created within a single rule to support this.
For example, 1/1/2025-03/01/2025 may charge a 10% transfer fee, and 03/02/2025-
05/01/2025 charges a 25% transfer fee. This can be set-up as two tiers within a single rule.



o Transfer-Out Session Applicability defines which Sessions the Transfer-Out Rule being created
applies to.

e Transfer-In Session Applicability defines which Sessions are eligible for applicable registrants to be able to
transfer into.

e Exceptions are optional to use. These settings define any additional criteria that override the existing rule
set-up.
o Allow transfers without fees within first [24/48] hours after purchase.
o Don’t allow transfers [X] days before the start of the original Session the participant is registered
for.

To configure these self-transfer restrictions for the season, agency users can:
1. Create a transfer-out eligibility rule by clicking Create rule (up to 20 transfer-out eligibility rules can be
created) and then:

e Configure a date range for this rule during which registrants can transfer their registrations.

e Configure a Transfer fee amount and Fee type (Flat Dollar Amount or Percentage) to charge on the
transfer-out registration. If Percentage is selected, then the transfer fee = Total amount of the
original registration * Transfer fee Percentage.

¢ If needed, configure additional date range and Transfer fee tiers within this rule by clicking Create
tier (up to 20 transfer-out eligibility tiers can be created), for example, to charge more for transfers
as the date approaches the season start date.

Create rule
Reg can self. date range * Transfer fee Fee type
0102025 - 03/012025 10 Percentage - @
03/02/2025 - 05/012025 25 Percentage - @
0 Create tier

Transfer-out session applicability
All sessions

° Selected sessions

1selected Edit
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e Select the transfer-out sessions to which this rule applies by selecting Transfer-out session
applicability > All sessions or Selected sessions and then clicking Edit to select the required sessions:



Transfer-out rules *

Create rule
Registrants can self-transfer date range * Transfer fee Fee type
Self-transfer
07/012024 - 07/24/2024 5.00 Flat v e
o Create tier

Transfer-out session applicability
All sessions
o Selected sessions

0 selected Edit
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e Save the rule by clicking the Save button.
e After creating the rule, agency users can optionally:

o Create another transfer-out eligibility rule by clicking Create rule. (Note: Each session can only
be associated with one rule; once all sessions are associated with rules, no additional rules can
be created).

View transfer-out sessions associated with a rule, click View.
Edit a rule by clicking the corresponding # icon.
Delete a rule by clicking the corresponding W icon.

Transfer-out rules *

Rule 1 All transfer out session(s) View V|

Self-transfer

2. Select the eligible transfer-in sessions from Transfer-in session applicability > None, All sessions or Selected
sessions and then clicking Edit to select the required sessions:

Transfer-in session applicability
None
All sessions

o Selected sessions

1selected Edit

Please note that of the Sessions selected in this step, registrants can only view and select Sessions within the
Self-Transfer flow that are open for registration, are set to Session Display Status: Online, and have spots
available.

3. Configure Exceptions for self-transfers [unchecked by default]:
e Allow transfers without fees within first [24 or 48] hours after purchase
¢ No transfers after [ ] days before the start of the original session



Exceptions

Allow transfers without fees within first | 24 w | hours after purchase

No transfers after 1-355 dayst 48 It of the original session

f time conflicted, it will override all the other rules.

SSUI Registrant Workflow

Based on the rules defined by the organization within Self-Transfer set-up, applicable participants can see the option
to transfer their registration to a different Session within their online accounts (SSUI). This new workflow allows
registrants to select the Session and Tuition they want to transfer into, make add-on selections, complete any
registration form updates, sign waivers for the new Sessions, and then check out for any necessary payments or
refunds.

In the SSUI, to self-transfer the session, a registrant who registered for an eligible session can:

1. Select the transfer-out session by navigating to the SSUI homepage > Current & Upcoming tab > identify the

session they want to transfer out of > EDIT button > Transfer link:

ACCOUNT BALANCE

Credit Balance Balance Due
$0.00 $0.00
Current & Upcoming
2024 MONT SEASON

BALANCE DUE

REGISTRANTS
Molly Jones
session 1- Price

07/08/2024 - 07/31/2024
w

¢ West Climbing Club
lunch x1
merchandise 4 x 1

session 1 - Tuition

07/08/2024 - 07/21/2024
w

§ West Climbing Ciub

lunch x1

Past

$0.00 PAID IN FULL

View Bill Details

Edit Registration Form | (=3

Add purchase

Transfer

SIGN OUT

CONTACT INFORMATION

ACTIVE
\, 877-339-2783

4 crystal tan@active.com

[ £]V]
REGISTER FOR MORE PROGRAMS

FAMILY MEMBERS

n Molly Jones oo

COMMON QUESTIONS

How do | cancel my registration?

If self-cancellation is available for your
program, you will see a blue "Cancel’ link
next to the applicable Session on the
homepage. If this option is not offered for
your program, please contact the
organization to make adjustments to your
registration

How do | cancel my registration if |
purchased ACTIVE Refund?

If you purchased ACTIVE Refund while
registering, you are able to submit a
cancellation and refund request by
visiting
https://refund.active.com/signin.htm
How do | transfer my registration?

Please contact the organization for
transfer options

English (United States) w




After clicking the Transfer link, the following conditions may occur:

e If the registrant has not paid enough of their balance to cover the transfer fee:

Notice

An online transfer cannot be completed for this
registration because the amount paid does not
cover the required transfer fee. Please reach out to

the organization for further assistance.

e [f payments have been made offline or by multiple payment methods:

Notice

Due to multiple payment methods being used

towards this order, please contact the organization

to complete your transferring.

Note: The Transfer link is enabled only when the following conditions are met:

e The season-level Allow self-transfer toggle in the AUl is ON.



e The selected Session is eligible for self-transfer as defined by the transfer-out rules for the Season and is
within the configured date ranges for the applicable rule.

e The registration is not on a waitlist and has no chargebacks.

e The session dates are either current or in the future.

On the Transfer registration page, the registrant is shown a list of eligible sessions to transfer into. The table
displays session details to help registrants find the program they are interested in, including:

e Startand end dates

e Session times and days of the week

e Any grade, age, and/or gender restrictions

e Price or price range for the Tuitions in the Session

e The Session location, with the ability to click for a map view and address details

e The Session description is displayed in the popup window when a Session name is selected

Registrants can scroll through the table or search for a Session via the Search by session name box, and then
click the hyperlinked Session name:

CAMPS NEW TEST VELCOME, MOLL SIGN OUT English (United States) ¥

< Transfer registration

TRANSFER-OUT SESSION v
Amount paid $20.00
Transfer fee $0.00

Transfer-in session

Q. Search by session name
SESSION NAME DATE RANGE SCHEDULE RESTRICTIONS LOCATION PRICE
Var Ages 18 - 50,
11/01/2024 - 11/01/2024 ; Grade Adult (18+) West Climbing Club $100.00 - $200.00

9:00 AM - 8:00 PM

Female

The Session details popup shows the Tuitions that are available in this Session, where the registrant can
select Transfer in next to the Tuition of their choosing:
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session 2

© 11/01/2024 - 11/01/2024 | M - F, 9:00 AM - 8:00 PM
Q@ West Climbing Club
2 Ages 18- 50 | Grade Adult (18+) | Female

price s20000
s10000

Session options

(Optional items chosen later in registration)

Late Pick-up

Scholarships Donation

After Session selection, the registrant can review available add-ons and select items to add to their cart with
the new registration, then click the Continue button.

Prechecked or prechecked and required add-ons are displayed and selected accordingly on this
page.

Clicking a merchandise item opens a pop-up view displaying associated images and variant options
to select from.

Please note that Session Options configured as auto-apply to cart are not supported for transfer-in
Sessions in this release.



< Registration information

®
Additional options Registration form Checkout
Participant Emma Dusek
Week 2 Overnight Camp - Price $100.00
09/08/2024 - 09/14/2024, Klyde Warren Park
Session options
Late Pick-Up Scholarships Donation

$25.00 $10.00

Merchandise

:

Reusable Water Bottle Beach Towel Camp Baseball Hat Camp T-Shirt

$12.00 ° $20.00 ° $15.00 ° $20.00 °

The Participant Information page is prefilled with saved answers for questions answered previously by this

registrant. The registrant can review their registration form and answer any outstanding questions or modify

answers for this registration:
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¢ Registration information

Particlpant Information

Nuvw

Walvers and agreements
Pieaze read the following waivers and agreements carefully

d Waive

6. On the Waivers and agreements section, the registrant must sign required waivers for the transfer-in
Session before clicking the Continue button:



Waivers and agreements
Please read the following waivers and agreements carefully.

| agree to the Active Agreement and Waiver

Digital signature
© Write your signature

By signing my name b
agreements that | hav

(Wg Jonas

Type your signature

edge that | have read and agree to all the waivers and

it m

7. On the Checkout page, the registrant can review the pending changes to their order.

e The cart view displays the items within this order that have been removed, added, or modified as
part of this transfer and any applicable transfer fees.

O

If the Session transfer impacts eligibility for automated discounts (e.g. multi-session or multi-
person discounts), discounts applied will automatically update at this step

Please note: Internal discounts configured to trigger by a specific answer to a registration form
guestion are not supported for transfer-in Sessions with this release.

e The Order Summary displayed in the upper right of the screen includes:

O

O
o
o
o

Transfer Out amount

Transfer In amount

Processing Fee amount (if applicable)

Remaining Balance: [outstanding balance resulted from previous purchase]
Total

When reviewing any applicable fee changes, if the Total is greater than $0, there is a balance due for the
updated order.

e If the transfer-out Session was on an existing payment plan with remaining installment dates, this
payment plan is available to inherit for the new transfer-in Session. In this case, the registrant can select
between Payment Plan or Pay in Full for the outstanding balance.

e When Payment Plan is selected, the remaining installment dates are displayed for review.

e When Pay in Full is selected, the registrant can select a card saved on file, enter new credit card
information for payment, or apply available credit balances from their account.

Note:

e The registration must be purchased by a single online payment method (credit card, credit balance, or
electronic check).

e If the coupon applied to the transfer-out session is still valid, it can be applied to the transfer-in session.
If the coupon is out of date, or invalid, it will not be displayed and cannot be applied to the transfer-in

session.
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< Checkout

Transferred items

® T

session 1- Tuition

sesslon 2 - tultion

Payment option

Order summary

$15.00

Total $83.00

Confirm

Cancel

$100.00

© Payiniull

Payment Information

O

[ -» [

Billing address

PN = o waw ww wYYYyYYy,

When reviewing any applicable fee changes, if the Total is less than $0, there is a refund due for the updated
order. Under Refund To, the registrant can select to receive their refund by original online payment (e-check
or credit card) or to receive the refund as a credit balance on their account, then click Confirm to submit the

order updates.

Please note that if there are other registrations within this order that have an outstanding balance, any

refund from the transfer-out Session will be applied towards the order balance before a refund is offered to

the registrant.
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< Checkout

Transferred items Order summary
ITEM SUBTOTAL

session 2 - tuition -$100.00

2024 -T101/2024 Total

Confirm

Processing fee - session 2 - tuition -$1.00
Transfer fee $2.00 Cancel

Session 5 - Price $50.00

Refund to

Eﬂ Credit balance

o VISA ekl Orlginal payment method

When reviewing any applicable fee changes, if the Total equals SO, the registrant can click the Confirm

button to submit their order changes:

< Checkout
Transferred items Order summary
TEM SUBTOTAL Transfer out
Transfer in
@ Tensterow N
session 2 - tuition -$100.00
Total
o
Lt Confirm
Processing fee - session 2 - tuition -$1.00
Transfer fee $2.00 Cancel
o Transfer in
Session 5 - Price $50.00
9o
Sports Bottle 1x $48.00

$98.00
$1.00

$0.00

If the organization does not have sufficient funds in their remittance to cover a refund, the popup below will

appear:
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Notice

We are unable to process a refund to your original
payment at this time.

Please contact the organization to complete your
transaction.

8. Click Back home to redirect to the SSUl homepage:

English (United States) W
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The session has been successfully transferred!

Back home

The registrant can receive a confirmation email along with the receipt.
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