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LOGIN

s ™

CSU Sacramento

Viewing on Tablet? | |
Location: AC Administrative v
Facility: AC Front Desk 1 M

Login Cancel
\ J

Make sure you select the correct location and facility before you login.

ACCOUNT INFORMATION

CREATING ACCOUNTS
1. Click on the magnifying glass button.

-n Add Household

2. If the customer thinks they have been here before try typing their name in the search bars indicated

below. If they have not been here before click on the button to make a new
account. Proceed to step #3.

mEs FnT—sssmEw—s - - -

= = g
Select Payer SE %
User Code: Receipt #: Phone #: Corporate Account Name:
[Last Name: First Name: Imaiz Gateway Transaction ID:
[ 'ﬂ' Add Household ]
E A B CDETFGHTIIKLMNOZP QRS STWUVWXY Z

If you type in the customer’s information and an account pops up, pictured below, you do not need
to create a new account.



I LASII MNFMlISTIEr
Select Payer S %
User Code: Receipt #: Phone #: Corporate Account Name:
o% o’% D% {\%
Last Name: First Name: Email: Gateway Transaction ID:
{“% Test X C‘% Tim X C‘% C‘%

FUE- Add Household

L.‘-\BCDEFGHIJ)-(LMNOPQRSTUVW)(YZ

Name Phone # Mailing Address

E} P 7379045264 Test, Tim 04/09/1972 (916)278-1110 1901 Hazel Ave
Gold River, CA 95670

3. Enterin the primary account holder’s information in the spaces, shown below. When you have

n- Add Household

entered all information click on the button.
., Add Household SH %
New Household New Corporate Account
First Name: 0 Mailing Address:
: Last Name: 0 Apt/Unit #
i Birthdate: (MM/DD/YYYY) City:
S —— Errra—
|| Resident State: Zip:
1 Cell Phone: Email Address: [ CA ] v [95519 ]
)y -
A J J
Enter the primary contact for this household. After clicking 'Add
- Household' you will be able to enter additional details and add more
household members.
L

4. Park Pro will automatically pull up the new account. If you need to add more member’s to the
household proceed to step #5. If you do not need to add anyone to the account you are finished
creating the account. If you need to edit information you may do so in that window. Make sure to

click when done editing.




Manage Household Information SFg %

Tim Test User ID Name Last Update
Yr 7379045264  Test, Tim

B Email/sms

User Information Scholarships User Groups Medical/SRA Certificates

*First Name: *Last Name: Email: fa (7 Mailing Address: Billing Address: (']

= | = I N [ ]
Birthdate: (MM/DD/YYYY) Gender: Residency: ' G o Apt/Unit # Apt/Unit #

04/09/1972 = L Male VJ [00/00/0000 ] [ ] [ }
& cell #: T2 work #: = Home #: City: City:

e | (e — O e ) | |
Height: Weight: (Ibs) Grade: State: Zip: State: Zip:

L(]ft v“(]in v | 0 | NA v | [CA ]vJ[gssw ] [CA ]vJ[QSBlQ }
[ Eomere | & maoroerouwemer Ry mocteeries |5 wergevsers @ woveymemove ver

Date | # Transaction Info Scanned Membership Type

5. To add a new household member click on the button. Enter the new
household member’s information. If they are a parent/guardian or 2" adult in the household make
them a secondary contact. If someone else is already a secondary contact the old member will be
demoted. You may also make the new member a primary contact, the old primary contact will be
demoted to secondary contact.

When you have entered all the information click on the button.
_ Add Household Member Sd %

¢ First Name:

l l

Last Name:

[Test ] {

Birthdate: (MM/DD/YYYY)

— {

|| Add as Primary Contact @

|_| Add as Secondary Contact (7]

[ = Add Household Member m

MERGING ACCOUNTS

1. Pull up the account you wish to keep by clicking on the magnifying glass then searching the
customer’s information.
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L.ANII M rIIsIey v y— wr
lect Payer LG %X

User Code: Receipt #: Phone &: Corporate Account Name:
Y 5 » 5
@, @ @, @,
Last Name: First Name: Email: Gateway Transaction 1D:
T Lest 3 o, heather x @ Q@

ABCDETFGHTIIJIKLMNMNOPOQRSTUVWIXTYZ

Add Household

Name Phone & Mailing Address

Test, Heather 04/18/1979 (916)278-2842 1901 Hazel Ave
Gold Rive:

2. View the household information by clicking Ealaesska®® 1 tton. Clickonthe
[ 5 mergeusers [N

Manage Household Information Ol %

Heather Test User 1D Mame Last Update

16931 Test, Heather

o 37593727 Test, Place Holder

W 41B06049 Test, limmy

A 15447200 Test, Test r‘
T 78710281 Test, test 2 ke

User Information Scholarships User Groups Medical/ SHA Certificates

*First Name: *Last Name: Email: ,{- al Mailing Address: Rilling Address:

Illeather | | Test I Ihhele(k@cells.ndu | 1001 Harel Ave ] l 1901 Harel Ave |
Birthdate: (MM/DD/YYYY) Gender: Residency: o o » Apt/Unit # Apt/Unit #

.U‘i_flsilglg Ul .né L Female - J LPUj UE.I’ oooo J :_ “J l I J
3 col#: = Work #: 3 Home #: City: City:

[( Y- ] (916)270-2842 l ] T ] | Gold River J [l..'old iver ]
Height: Weight: {Ibs) Grade: State: Zip: State: Ziy

- ip:
ot v 0in v 1] NA - | CA i ¥ | | 93070 A ¥ | | 93670 |
| J 2 I L J : )
== Add Household Member & Attached files [§] Move/Remove User

12/17 62901 Relund 000 &
12/17 6290 Refund .00

12/17 629 AC Capital Crew Novice Women 0.0 (
12/17 62900 AC Capilal Crew Novice Women Paymenl £1 oo0 |

3. A window will pop up that looks like the one pictured below. Search for the account you wish to
merge into your current account by clicking the magnifying glass.



B — -

Merge Users Ol

Main record: Test, Heather

Merged Record:

Select User:

2
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4. A new window will pop up that looks like the one pictured below. Click “Yes” to confirm the merge.

Then you are finished.

Confirm Merge

The user you have selected (merged record)
will be merged into the record you are
viewing (main record). The merged record will
no longer be accessible. Are you sure you
want to do this?

Yes

]

No

MOVING ACCOUNTS

1. Pull up the account you wish to move by clicking on the magnifying glass and searching the

mas sms-—ass-ms=—s

oW x

Select Payer
User Code: Receipt #: Phone #: Corporate Account Name:
Last Name: First Name: Email: Gateway Transaction ID:
@, Test x @ Tim x | |@ @,

-ﬂf Add Household

A B CDEFGHTI)]
Code
" oY

Name

2. View the household information by clicking the

K LM NOPO QRS STWUVWXY Z

DOB Phone # Mailing Address

Household Info

button. Then click the

| utton.
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Manage Household Information - %

Tim Test User ID Name Last Update
Yr 7379045264  Test, Tim

user Information Scholarships User Groups Medical/SRA Certificates
*First Name: *Last Name: Email: A [T Mailing Address: Billing Address:

1
(1 ) [res ) ) | ) ( 1
Birthdate: (MM/DD/YYYY) Gender: Residency: = 5 Apt/Unit # Apt/Unit #
04/09/1972 & | Male v | [ oos00/0000 L T ]
3 cens: = work #: =3 Home #: City: City:
[( o ] [(_J_—] [{QIb)??ﬂ-llln ] [ ] [ .‘
Height: Weight: (Ibs) Grade: State: Zip: State: Lip:

|on ¥ | Oin v| |o _NA - CA i v | | 93819 | 95819

3. You now have two options. Click the appropriate one for the current situation.

Coaoil, M Bl Al

Remove User a EI b 4

m Permanently Delete User

=L Move user into new household

<& Add user into an existing household

a. If you click this button a new window will pop up like the
one pictured below. Click “Yes” to continue.

Confirm New Household

This user will become the primary contact of a
new household. If there is no remaining primary
contact in the current household, one will be
selected. Are you sure you wish to continue?

Yes No
(e Jmo

b. If you click this button a new window will pop up and
you now need to search for a household to add this user to. Once you click on the
name of the new household it will automatically move the current user over.
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Search Users S@ »
User Code: Receipt #: Phone #: Corporate Account Name:
Last Name: First Name: Email: Gateway Transaction ID:
@, Test x | @ Heather x || @ @

'E; Add Household

A B CDEFGHTIIKLMNOPOQRSTUVWXYZ

Name Phone # Mailing Address

3 4 46931 Test, Heather 04/18/1979 (916)278-2842 1901 Hazel Ave
Gold River, CA 95670

RENTALS

CHECK OUT RENTALS
1. Pull up the account in Park Pro, if it is a group of people just pick any one person to start.

Click Rentals .

2.
3. Then click | .
4. A window with all the available rental equipment will pop up. Select the equipment they
wish to rent.
Sel-:!ct Rental Items

] Group/Package Code:  Group/Package Name:

@, @ % Search Rental Groups/Packages

AC Single Kayak SNGLEKAYAK =
AC Tandem Kayak TANDEMKAYAK

AC Manta Kayak MANTAKAYAK

AC Prowler Kayak PROWLERKAYAK

AC Peekaboo Kayak PEEKABOOKAYAK

AC Cabo Kayak CABOKAYAK [~

After you have selected all the equipment the individual/group wants to rent click

SIS |f there are multiple individuals renting equipment but they are in the same
group you can add all equipment at once. To change who the particular equipment is
rented to click on their name and pull up their account.

E  Ac Single Kayak #1 35 Lest, Heather 04/22 B:58 AM 04/22 B:59 AM 1
El AC Backrest #3 2 Test, Heather 04/32 B:58 AM 04/22 8:59 AM 1
B AC Backrest #1 2 Test, Jimmy 04/22 8:58 AM 04/22 8:59 AM 1
B AC Backrest #£2 2 Test, Jimmy 04/22 8:58 AM 04/22 8:59 AM i
El AC Tandem Kayak #2 3 Test, Jimmy 04/22 9:02 AM 04/232 9:03 AM 1

5. The rental will now show up on their account.
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_ mempans TR

Programs | Memberships Reservations Items

-
i Cxisting Rentals m o Add Ttem{s)

~
m ™ Aoreenvent " Mark Walvers Skoved

] Start Time End Time Price

Click once on a piece of equipment to open the window below. In the notes section make
sure to write in the box number that their keys and IDs are being held. If there is more
than one person using the equipment make sure to change the # of users.

S, (07700 (50 | e | oot 000 5 -
End Time: [04/32/2016 | d[o03 | w | am v | m -
A, ot B Tem Returned Note .
Rental Notes: -
~ #ark Walver Slgned
Aox 100]
Walid until: [Not Signed ]
#otuserst  change ttem: )
_J D Mo Change = {24 Print Agresment
L )
T save Rental Tiem Datalls

CHECK IN RENTALS

1. Pull up the account of the individual/group.
a. If you are having trouble finding their account... 1) Try looking up each
individual in a group, 2)Try using the name written on their ID (sometimes they
go by a nickname but their account is under their full name), 3) Try typing in part
of their first/last name (maybe we misspelled their name on the account)
2. Click the in button to check in all the equipment. If only part of the group is back you
will need to use the check-in button next to only the pieces of equipment that have
returned.

o ieea? -

Programs | Memberships Reservations Items

-
i Cxisting Rentals ml o Add Ttem{s)

~
m ™ Aoreenvent " Mark Walvers Skoved

] Start Time End Time Price

3. Click the All button to add all equipment to the shopping cart.
*Even if they are paying separately add everything to the cart!

Programs Memm\rations Items SIS

)
sr { AC Backrest #1 Box 100 Jimmy Test 1 04/22/2016 9:03 04/22/2016 9:16 1.00
= AM AM
m AC Backrest #2 Jimimy Test 1 04/22/2016 9:03 04/22/2016 9:16  1.00
m AM AM
Nar it AC Backrest #3 Heather Test 1 04/22/2016 9:03 04/22/2016 9:16 1.00
= AM AM
m AL Single Kavak #1 Heather Test 1 04/22/2016 9:03 04/23/3016 8.00
m AM 10:16 AM
Nr if AC Tandem Kayak 23 Jimmy Tast 2 04/22/2016 9:03 04/22/2016 10.00
= an 10116 AM
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4. If they are paying for everything together click to process.
If they are paying separately check they type of payment the first person is using to pay

and then type in how much they are paying in the far right hand column.
[EEns 4] L ]

Description

ACBR - AC Backrest #1

Jimmy Test

Jimmy Test ACBR - AC Backrest #2 1 1.00 0.00
Heather Test ACBR - AC Backrest #3 1 L.00 1.00
Heather Test SHNGLKAYAK - AC Single Kayak #1 1 8.00 8,00
Jimmy Test TANDEMKAYAK - AC Tandem Kayak £2 1

When you go to complete sale Park Pro will ask you to create a balance payment plan(s)
for the equipment that was not paid for. Double check that the invoice dates are set for
today and that the amount owed is correct. Then click Use the Above Payment Plans.

To pay the remaining balance on a partial payment search the individual’s account and go
to Dues Owed.

, Create Balance Payment Plan(s) S@ %
(ACBR) AC Backrest #1 1.00/1.00
1 Payment Order Invoice Send Date Invoice Due Date Invoice Late Date Amount
Payment #1 (04r22/2016 | [04/22/2016 | [04/22/2016 | [1.00 J
! (ACBR) AC Backrest #2 1.00/1.00
Payment Order Invoice Send Date Invoice Due Date Invoice Late Date Amount
Payment #1 (04r22/2016 | [04/22/2016 | [0a/22/2016 | [1.00 J
(TANDEMKAYAK) AC Tandem Kayak #2 10.00/10.00
Payment Order Invoice Send Date Invoice Due Date Invoice Late Date Amount
Payment #1 [04/22/2016 | . [04/22/2016 | [04/22/2016 | [10.00

I Ei Use The Above Payment Plans
b

E

VIEW CURRENTLY RENTED

1. Hover your mouse over the Cash Register tab at the top of the screen. Click on Rental Equipment in
the drop down menu.

Cash Register Programs

( Inventory

Rental Equipment
POS Transactions W
All Payment Plan Invoices
All EFT Invoices m
Gift Cards |

2. To view the list of all equipment currently rented out and to whom it is rented to, select AC

g Print Currently Rented

Administrative as the Facility. Then click
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Item Name: Item Code: Facility: Show:

@ @, | Select Facility v | | Rental Items v
Name Code Items Active Out

a Ca AC Single Kayak SNGLKAYAK a5 90 5 =

3 O AC Tandem Kayak TANDEMKAYAK 62 61 1

C,] ._—d' AC Manta Kayak MANTAKAYAK 2 2 0

'CZ L-E AC Prowler Kayak PROWLERKAYAK 4 3 1

m ‘—-Ei AC Peekaboo Kayak PEEKABOOKAYAK a8 7 1 J

A [ AC Cabo Kayak CABOKAYAK 10 10 o

3 _':I AC Kids Kayak KIDSKAYAK 28 28 0

a L'E AC River Kayak RIVERKAYAK 11 11 0

a :a AC Surf Ski Kayak SURFSKYKAYAK 13 12 1

ﬂ L-Ci AC viking Kayak VIKINGKAYAK 5 5 o

[3 [ ACSUP Board ACsUP 48 45 3

m q AC BIC SUP ACBICSUP 83 83 0 3

For items listed above:

[=} Print Currently Rented [l {5} Print Reserved Today [l {51 Print Overdue For Return [ll {51 Print Daily Summary
a Print Frequency of Use [ VRV ETTR T ) Between = and [: o
ﬁ Print Assignment Report {Rental Periods) ' Export Assignment Report (Rental Periods)

CHANGE NAME OF USER

Itis EXTREMELY important that you check each piece of equipment out to the correct
person. For example when you have a group of 6 adults come in, each one of them MUST have
an account and the equipment the person is going on must be checked out to the correct

person. So let’s say that me, Ashley, Cindi, Brian, Paul and Matt are going to come out to

rent. All six of us must have an account. Ashley, Cindi and | want Bic boards, so you pick the
equipment first and it will all go under the main contact at first.
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Select Rental Items G

Start Time: | 05/04/2016 |_,_=: 6203 t’_- AM | ¥ | geotel Them Mame

)

End Time: [u:.-'-u-f:um ] [60s | = AM LN

Rental Ttem Detalls Status Current Renter
E2 AC BIC SUP 265 AVATLABLE i
ki AC BIC SUP #66 AVAILABLE
ks AC BIC SUP #67 AVAILABLE
ki AC BIC SUP #68 AVAILABLE
ki AC BIC SUP #69 AVAILABLE
i ACBICSUP &1 AVAILABLE |
2 AcErC clip =3 AVIATI ABIE ¥
X Item =] - : Users
B acBIiC suP #62 5 Wilhelmi, Heather 05/04 6:03 AM 05/04 6:04 AM 1
B AC BIC SUP #63 3 Wilhelmi, Heather 05704 6:03 AM 05/04 6:04 AM i §
El AcCBIC SUP 264 3 Wilhelmi, Heather 05/04 6:03 AM 05/04 6:04 AM 1

You MUST then change the user on this screen BEFORE you hit save: To change the user you
click on the customer’s name

2 Wilhelmi, Heather 05/04 6:03AM  05/04 6:04AM 1

This will bring up the search window, search for the customer you want to assign that piece of
equipment.

When you do this you may get an error:
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Select Rental Items

Start Time: ;:I"l-'Lll_l'Eill.rl | n--il-‘: | - AN * Renlal TEam Name:
End Time: 05/04/3016 || o | 6:04 | v | AM %
(o ence
| Rental Them Dustails HNotes | Status Current Renter
2 AC BIC SUP £65 AVAILABLE -
L AC BIC SUP #66 AVATLABLE F
i AC BIC SUP 267 AVAILABLE
2 AC BIC SUP #68 AVAILABLE
i3 AC RIC SUP #65 3
k2 ACBICSUP 21 _ _ E |
N o i R  Start time must be before end time. L -
E"S:‘v-"lt.lnhl OK
X
El AC BIC SUP #62 % Wilhelmi, Heather 05/04 6:03 AM 05/04 6:04 AM 1
B3 AC BICSUP #63 % Withelmi, Heather 05/04 6:03 AM 05/04 6:04 AM 1
El AcC BIC SUP #64 % Withelmi, Heather 05/04 6:02 AM 05/04 6:04 AM 1

Just hit OK, because it will actually change the names:
Now Brian & Matt want to take out a tandem and Paul wants a Prowler. Pick the equipment and
then change the user by name.

After you have change all the user to the correct piece of equipment hit Save Rental

~

CEs s R

q oot ! In Item Name User Name Start Time

! m AC BIC SUP #62 Heather Wilhalmi 1 05/04/2016 6:03
= AM

- AC BIC SUP #63 Cindi Dulgar 1 05/04/ 2016 6:03
i AM

= BTN AcBicsue wos Ashlay Langenberg 1 05/04/2016 6:03
- AM

- AC Prowler Kayalk #1 Paul Bertrand 1 05/04/2016 6:08
- . AM

" m AC Tandem Kayak #2 Brian Dulgar 1 05/04/2016 6108
e AM

See how everyone’s name is attached to the correct piece of equipment now.

This is important for TWO reasons:

#1 It is SO much easier when you are checking people back in to double check what is back in
and if they want to pay separately.

#2 When you do process payment it will show on the payment plan who hasn’t paid. If someone
did skipped out on their bill it will show us the exact person who didn’t pay. This is the MOST
important reason, so when I have to try and collect fees later | know who to contact.

CHANGING CUSTOMER PASSWORDS

1. Pull up the customer's account. Click on Ekiliastkell® Thcn click on El
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Manage Household Information S@ %

43 Edit User Il Past Transactions B Memberships R Fadility Rentals m
Heather Test = user Settings

Take Photo ? 46931 Test, Heather
i 7379045264  Test, Tim
i 37593727 Test, Place Holder
T | = 41806049 Test, Jimmy
7 15447299 Test, Test v

User ID Name Last Update

User Information Scholarships User Groups Medical/SRA Certificates

*First Name: *Last Name: Email: }4- bt Mailing Address: Billing Address: [ |

[ Heather ] [ Test l [ hheieck@csus.edu ] ’ 1901 Hazel Ave l i 1901 Hazel Ave ]

Birthdate: (MM/DD/YYYY) Gender: Residency: L,;E E ﬂ: Apt/Unit # Apt/Unit #

04/18/1979 = L Female v J [ 00/00/0000 ] [ ] [ }

ﬂ Cell #: 3 Work #: E Home #: City: City:

[ | [(o16)278-2842 | [eo——— | [sold river ] [sold river ]

Height: Weight: (lbs) Grade: State: Zip: State: Zip:

(oft |v||oin |v| {o ] NA v [CA ]vJ[gswo ] [CA ]vJ[QSETO }
| . :

Transaction Info Scanned Membership Type

12/17 6290: Refund 0.00 -

12/17 62901 Refund 0.00

12/17 62900 AC Capital Crew Novice Women 0.00

12/17 62900 AC Capital Crew Novice Women Payment #1 0.00 n

2. A new window will pop up like the one below. If the customer already has an online account you
can see their name and password. Do not tell them that you can see their password. This may
make people uncomfortable. Instead let them know that you will reset their password.

**f the customer does not already have an account you may make a username for them. The go-to
username is the first letter of their first name followed by their last name. Follow the next steps to
create a password for them.

User Settings S

Settings Payment Profiles
Edit Account:
| || Inactive

Username:

[ htest

Current Password:

password123
|_| Change Password

|| Require password change on next login

3. Make sure to check boxes next to “change password” and “require password change”

|_| Change Password

|| Require password change on next login
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You may now manually change their password. You can change it to anything but the go-to reset
password is: Password01

Tell the customer what their new password is and then click EEEETS The customer may now
go online and use this temporary password to log in. They must change their password upon the
next login.

. Programs
ot

HOW TO PRINT ID CARDS

1.

S

CI |Ck Memberships
| ]
RCAT .
Search for the customer’s account. Click the icon next to their name.

Membership Code: User Code: Last Name: First Name:

@ @ @, Test % @ Heather x| | No Type Selected d|

|¥] Show Current ¥ Show Active |v| Show On-Hold || Show Transferred || Show Canceled | | Show Expired

Expiration Paid | Type

& 3 G aso3 Test, Heather 1/2 yr Family Paddling 04/22/2016 10/21/2016 YES FULL

Click underneath their photo
A window will pop up, click on the type of membership they have

Print Membership Card 9@ %

AC staff Membership

. SACRAMENTO STATE

[Membership Type Name]
[Person's Name]
[Location Address]

[Location Phone #]

Print to the Magicard Rio Pro printer.

After the card prints check to make sure it is encoded by swiping the card in Notepad.
Fill out the Membership Card Activation Script and email to office manager to activate
the card. Use the card number copied from Notepad. The customer can keep their card-
we do not need it to activate.

HOW TO LOOK UP PROGRAMS (CLASSES)

6.

Type in the program code.
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Note: Make sure to select the correct season. You may change the program type to narrow your
search. If you change the program status you can switch between viewing active, full, cancelled,
archived, overbooked and all programs.

e Viewing Programs T
v2.0.85
Program Name: Program Code:
@, @, cuPPIESOS % | || Below Mimimum Registrants
Season: Program Type: Program Status:
L 2015 Aquatic Ce 'J l Select Type 'J l All = J

Program Name Reg. | Avail.| Wait

A -%1 Ea AC Youth - Basic Camp {7 Guppies) GUPPIESO8 2015-08-03 22 2 2

If the customer is not sure what section they would like just type the prefix (Ex: GUPPIES, BSAIL)
From here you can see how many people are currently registered for a class (a), how many spots
are available (b), and how many people are on the waitlist (c). You can also view the date the
class starts (d)

Viewi ng Programs RT: 149.2 [TM: 96 |[MM: 11
v2.0.85
Program Name: Program Code:
@, @, srOW x| || Below Mimimum Registrants
Season: Program Type: Program Status:
| 2016 Aquatic Ce | v | | Select Type ¥ | | Active <

L/
=L New Program r Rollover Programs ﬁ'\ Package Scanning ¢ Clear Search _/)
Req.

Program Name

A & 0Z Ac Basic Rowing BROWO1 -03-21 5 1 0 Bl
[A & [ AcC Basic Rowing BROWO6 04-25 1 2 0
(3 ‘& O Ac Basic Rowing BROWO7 2016-05-02 1 5 0 E
A & 0Z Ac Basic Rowing BROWOS 2016-05-31 1 5 0
[A & [E Ac Basic Rowing BROWO9 2016-06-04 5 1 0 |
[A b Od Ac Basic Rowing BROWO10 2016-06-06 1 5 0
A & 0d Ac Basic Rowing BROWO11 2016-06-13 1 5 0
[A & [ AcC Basic Rowing BROWO12 2016-06-27 1 5 0
[A & Od Ac Basic Rowing BROWO013 2016-07-09 0 6 0
A & 0 Ac Basic Rowing BROWO014 2016-07-18 0 6 0 ) |
L 8 acn = o - e = e = e e \ J \ J J -

REGISTRATION

HOW TO REGISTER FOR A CLASS

1.

Pull up the account of the parent/guardian/individual you are speaking to.
Click Programs

Your screen should now look like this...

Make sure you select the child who is attending as participant and the appropriate camp as the
program. Once you have pulled up the program you may easily switch weeks by clicking on them
in the right hand side of the screen.



Page

m Memberships Reservations  Items Rentals .
Participant: 4\ ode essia a d
Name: Test, Heather KAYAKO1 AC Basic Kayaking SESSION # 1 2016-04-19 2016-04-21 |*
BEET @ [y | knvaxo2 AC Basic Kayaking SESSION # 2 2016-05-03 2016-05-05
Name: ) AC Basic Kayaking KAYAKO3 AC Basic Kayaking SESSION # 3 2016-05-09 2016-05-11
Discount: ‘A& 0.00 KAYAKO4 AC Basic Kayaking SESSION # 4 2016-05-16 2016-05-18
Fee: Z¢ 80.00 KAYAKOS AC Basic Kayaking SESSTON # 5 2016-05-31 2016-06-02
KAYAKO6 AC Basic Kayaking SESSION # 6 2016-06-13 2016-06-14
KAYAKO7 AC Basic Kayaking SESSION # 7 2016-06-18 2016-06-19
AKOS A Ba aya g O 8 016-06 016-06
KAYAKO9 AC Basic Kayaking SESSION # 9 2016-06-25 2016-06-26
Payment Status Price
|| AcC Basic Kayaking Payment #1 N/A N/A NOT PAID 40.00
L AC Basic Kayaking Payment #2 06/18/2016 06/18/2016 NOT PAID 40.00

|17

If they wish to pay in full simply click the m button to move the item to the shopping cart

and proceed to step 8.
If they wish to pay only the deposit proceed to the next step.
If they wish to pay only the deposit check the box next to Payment #1

@ Payment Plan = Personal Plan

Payment Status Price
ﬁ‘ AC Basic Kayaking Payment #1 N/A N/A NOT PAID 40.00 &
| | AC Basic Kayaking Payment #2 06/18/2016 06/18/2016 NOT PAID 40.00 &9

Click the m button to move the item to the shopping cart.

You will now be asked to select a t-shirt size and make that you have read them the refund and

transfer policy.

Additional Information S@ %
AC T-Shirt Size: 1 agree to the Aquatic Center refund & transfer policy:
Large v @ Yes v @

Repeat as many times as needed to sign up multiple people/classes. Once you have completed

registering all participants click and process payment.

HOW TO REGISTER FOR A SUMMER CAMP

1.

2.
3.

Pull up the account of the parent/guardian you are speaking to.
Click Programs

Your screen should now look like this...

Make sure you select the child who is attending as participant and the appropriate camp as the
program. Once you have pulled up the program you may easily switch weeks by clicking on them

in the right hand side of the screen.



Lroup Bunuer [ ——

m Memberships  Reservations Items Rentals c ication Settings .
Participant: “\ Code Sessions Start End
— e SHARKSD1  AC Youth - Basic Camp (13+ Sharks) SESSION # 1 2016-06-06 2016-06-10 |*
Frarems @ [ | S1ARKS02  AC Youth - Basic Camp (13+ Sharks) SESSION # 2 2016-06-13 2016-06-17
Name: @ AC Youth - Basic Camp ... SHARKSD3Z  AC Youth - Basic Camp (13+ Sharks) SESSION # 3 2016-06-20 2016-06-24
— SHARKSD4  AC Youth - Basic Camp (13+ Sharks) SESSION # 4 2016-06-27 2016-07-01
e SHARKSO5  AC Youth - Basic Camp (13+ Sharks) SESSION # 5 2016-07-11 2016-07-15
SHARKSD6  AC Youth - Basic Camp (13+ Sharks) SESSION # 6 2016-07-18 2016-07-22
SHARKSD7  AC Youth - Basic Camp (13+ Sharks) SESSION # 7 2016-07-25 2016-07-29
SHARKSD8  AC Youth - Basic Camp (13+ Sharks) SESSION # 8 2016-08-01 2016-08-05
SHARKS09  AC Youth - Basic Camp (13+ Sharks) SESSION # 9 2016-08-08 2016-08-12 =
Payment Due Late Status Price
|_| AC Youth - Basic Camp (13+ Sharks) Payment #1 N/A N/A NOT PAID 100.00 (%

L | AC Youth - Basic Camp ( 13+ Sharks) Payment #2 08/01/2016 08/01/2016 NOT PAID 210.00 73

If they wish to pay in full simply click the m button to move the item to the shopping cart

and proceed to step 8.

If they wish to pay only the deposit or want to add Campout to camp proceed to the next step.

If they wish to pay only the deposit check the box next to Payment #1

Memberships  Reservations Items Rentals

Participant: | 41806049 ‘\ Code Sessions Start End

~
S Test, Jimmy SHARKSO01  AC Youth - Basic Camp (13+ Sharks) SESSION # 1 2016-06-06 2016-06-10 |* |
Coaems [ |SHARKSO2  AC Youth - Basic Camp (13+ Sharks) SESSION # 2 2016-06-13 2016-06-17
Name: &) AC Youth - Basic Camp ... SHARKS02  AC Youth - Basic Camp {13+ Sharks) SESSION # 3 2016-06-20 2016-06-24
e —— ‘& 0.00 SHARKS04  AC Youth - Basic Camp (13+ Sharks) SESSION # 4 2016-06-27 2016-07-01
FEzE %% 310.00 SHARKS05  AC Youth - Basic Camp (13+ Sharks) SESSION # 5 2016-07-11 2016-07-15
Payment Plan Fee: 10000 SHARKS06  AC Youth - Basic Camp {13+ Sharks) SESSION # 6 2016-07-18 2016-07-22
SHARKS07  AC Youth - Basic Camp (13+ Sharks) SESSION # 7 2016-07-25 2016-07-29
SHARKS08  AC Youth - Basic Camp (13+ Sharks) SESSION # 8 2016-08-01 2016-08-05
SHARKS09  AC Youth - Basic Camp {13+ Sharks) SESSION # 9 2016-08-08 2016-08-12 =
Payment Status Price
M Af Youth - Basic Camp {13+ Sharks) Payment #1 N/A N/A NOT PAID 100.00 &
|__| A€ Youth - Basic Camp (13+ Sharks) Payment #2 08/01/2016 08/01/2016 NOT PAID 210.00 '3

If they want to add Campout click on

@ Payment Plan B packages

Option Name QTY | Price

|v] GAQY Ac Youth - Camp Out [+ ] s5s.00

L] AC Youth - Camp Out 55.00

Click the m button to move the item to the shopping cart.

You will now be asked to select a t-shirt size and make that you have read them the refund and

transfer policy.

| SHARKSDY AL Youlh - Basic C ) (1 3+ Sharks) SESSION & ¢
Additional Information SF %
AC Youth T-shirt Size: I agree to the Agquatic Center refund & transfer policy:
Adult Large | @ Yes v | D

Repeat as many times as needed to sign up multiple kids/weeks. Once you have completed

registering all participants click and process payment.

GRANTS — HOW TO REGISTER WITH A GRANT
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9. Pull up the account of the parent/guardian you are speaking to.

10. Click __Programs _

11. Your screen should now look like this...
Make sure you select the child who is attending as participant and the appropriate camp as the
program. Once you have pulled up the program you may easily switch weeks by clicking on them
in the right hand side of the screen.

12. To apply the grant click on the
Discounts.

icon and select to correct grant amount. Then click Select

Logged in as Kylie Taylor
Logout Settings o O |4

H Cash Register

v2.0.95
M Memberships Reservations
Participant: | 41806049 & Code

RT: 158.50 |TM: 103 |MM: 11 [a o

Items Rentals

Sessions

SHARKSO01 2016-06-06

AC Youth - Basic Camp (13+ Sharks) SESSION # 1

2016-06-10 |*|

Name: Test, Jimmy
e @ [C§ | SHARKS02  AC Youth - Basic Camp (13+ Sharks) SESSTON # 2 2016-06-12 2016-06-17
Name: @ AC Youth - Basic Camp ... SHARKS03  AC Youth - Basic Camp (13+ Sharks) SESSION # 3 2016-06-20 2016-06-24
Discount: ::== 200.00 program Discountd o x uth - Basic Camp (13+ Sharks) SESSION # 4 2016-06-27 2016-07-01
Fee: it 310.00 uth - Basic Camp (13+ Sharks) SESSION # 5 2016-07-11 2016-07-15
[— Select Discount(s) To APPIY: | b4 - Basic Camp (13+ Sharks) SESSION # 6 2016-07-18 2016-07-22
AC 2nd Child Discount =
Test, Heather uth - Basic Camp (13+ Sharks) SESSION # 7 2016-07-25 2016-07-29
AC Camp Grant $100
ac:  so.00 [ EH uth - Basic Camp (13+ Sharks) SESSION # 8 2016-08-01 2016-08-05
AC Camp Grant $200
Do: 0.00 - Basi -08- o8-
$ 2 ey ] B uth - Basic Camp (13+ Sharks) SESSION # 9 2016-08-08 2016-08-12
UDO: $0.00

& Pay Dues Owed

AC Grant Full

AC No Fee

AC 5taff Discount Camp (13+ Sharks) Payment #1 N/A N/A NOT PAID 100.00 5

DO0O0O0OO0OQ00O

AC Voucher/Coupon

Select Discounts

Enter Promo Code:

@,

Camp (13+ Sharks) Payment #2 08/08/2016 08/08/2016 NOTPAID 210.00 73

13. Click the m button to move the item to the shopping cart.
14. You will now be asked to select a t-shirt size and make that you have read them the refund and
transfer policy.

[ SHARKSOY AL Youth - Basic L (L34 Sharks) SESSION # °

0| %

Additional Information

AC Youth T-Shirt Size:
Adult Large -

[5] Save Responses

I agree to the Aquatic Center refund & transfer policy:

& Yes v | 8

15. Repeat as many times as needed to sign up multiple kids/weeks. Once you have completed

registering all participants click and process payment.

16. If the individual is not there to pay you may register them for the camp and put the remaining
balance on their account. When you go to Complete Sale your screen will look like the one below.
Note: The discount amount should be the amount of money the received for the grant.



Transaction Checkout S @ %
|| cash: Iu_uu ] Payer: Test, Heather Transaction Comments:
|| chedk: #I ] Available Credit: 0.00
1 Dues Owed: 0.00
Amount: 0.00

I ™ Back To Cash Register & Process Sale
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Amount: 310.00

B @ # “'  Discount: 200.00
Amount: [ﬁ Subtotal: 110.00
eoomivy: [ /[ o[ Tax: 0.00

Auth: S Tvpe Total: 110.00

|| Scholarship: | Select Scholarship Pavme Amt. Received: 0.00
[ — Tl TF Amt. Remaining: 110.00
. CHANGE: 0.00
|| Gift Card:
Amount: Eal.: 0.00
|| Other: Select Other Pavment Mel
Amount: lu_uu ]

0.00

Description

Test, Jimmy SHARKSO010 - AC Youth - Basic Camp {13+ Sharks) 1 110.00

& Process Sale ‘

17. You may click =. A window will pop up like the one below. Make sure the invoice

dates are correct (are set to be due 7 days prior to camp start) and click

=l Use The Above Payment Plans

Create Balance Payment Plan(s) SH %
(SHARKS010) AC Youth - Basic Camp {13+ Sharks) 110.00/110.00
Payment Order Invoice Send Date Invoice Due Date Invoice Late Date Amount

Payment #1 [ 04/24/2016 ]jg [ 04/24/2016 ]jg [04,'24,'2016 Ijg [110.00 I

[S] Use The Above Payment Plans

TRANSFERING PROGRAMS

1.
2.

. Programs
Click -

Search for the program that the individual is currently registered in.
Click on the people to pull up the program.

Program Name: Program Code:

C‘\ O%Canoel)l‘ x | |_| Below Mimimum Registrants
Season: Program Type: Program Status:

| 2016 Aquatic Ce | ~ | | Select Type ¥ | | Active ~

- New Program 1" Rollover Programs %, Package Scanning ¢ Clear Search

Program Name

] %= & Ac Basic Canoeing CANOEO1 2016-06-12 1 15 0
—
Click on the button.
®  Hart, (209)406-1245 6765 Linda Sue Way
P s = Shawn Fair Oaks, CA 95628

CIiCk Transfer

Find the program they wish to transfer to.



5.

6.
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Make sure to check the XFR box to transfer the ammount they have already paid towards this new
program.
Refund Transfer

Transfer To: AC Basic Kayaking

KAYAKOS8 .

Pay # Due Date Paid R XFR Amount

XFR
Pay #1 01/01/2011 4500 ¥

Pay #2 06/15/2016 0.00

The Paid column Total should match the ammount the customer has already paid. The Fee column

should total up to the ammount the class should cost, plus the $10.00 transfer fee.
Refund/ Transfer

ad »

Gateway Transaction ID: 8019965000
Refundee: Loren Breck
Participant Name: Jo Breck
Transfer Item: KAYAKO7 AC Basic Kayaking

Refund Transfer

Transfer To: AC Basic Kayaking

KAYAKODS Q-\ Total XFR Amount: 45.00
T — R o T — Pay # Send Date Due Date Late Date Paid Fee
Pay #1 01/01/2011 45.00 |v| FE Al 45.00 45.00

Pay #2 06/15/2016 0.00

Now select a reason for transfer and write in any additional comments. Make sure the ‘ltem
Transfer Verified & Ready’ button is green in order to proceed.

Reason for transfer:

| (ACTRAN) AC Transfer M

Additional Comments:

Class transfar.

Ttem Transfer Varified & Ready
Transfer Selected Transaction Ttem(s)

Transfer Selected Transaction Ttem(s)
y
Click

A window will pop up asking you if you are sure you want to continue. Click Yes.

Comd M2 Mer Ndn

é Confirm Transfer

fy Are you sure you want to transfer the
2L Transaction Item(s) you have selected?

Yes No

Another window will pop up. This is where you need to double check that all information is correct.
(Did the correct amount paid get transferred over?, Has the $10.00 transfer fee been applied?)
After you have double checked everything you may click complete transfer and you are done.
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Confirm Transfer 9 x

Payer Name: Loren Breck

AC Basic Kayaking
User: Jo Breck

Amount Paid: 45.00
Amount Transferred: 45.00
Amount To Refund: 0.00
New Item Cost: 135.00
Amount Applied: 45.00

0.00

5 Complete Transfer | ¢ Cancel Transfer

WAITLISTS

Adding to Waitlist

If a program is full the customer may be added to the waitlist for a class/camp.

1. Make sure the customer has an account in Park Pro.
2. Click __Programs

3. Search for the program they want to be waitlisted for. Click the ﬂ icon.

L o |
4. Click

: ,
5. Click Weesbdieslaiesd® ,nd search for the customer’s account.

A window will pop up like the one below. Make sure the customer knows how much they
will owe should be added the program. Then click Add Participant.

....................

 Determine Fees Ral"

Adding to Program from Waitlist

1. Click —_Programs

2. Search for the program they are waitlisted for. Click the ﬂ icon.

3 Clo IO

4. Click the green+ icon next to their name to add them to the program.
Park Pro will ask you if you are sure, click Yes.
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& mi

5. The7wi-ll now be added to the program and must pay their dues owed accordingly.

Removing from Waitlist

1. Click __Programs

2. Search for the program they are waitlisted for. Click the ﬂ icon.

3. Click on the red X icon next to their name to remove them from the program. Park Pro
will ask you if you are sure, click Yes.

MEMBERSHIPS

MEMBERSHIP REGISTRATION

1. Follow the New/Renew Member Checklist located in the drawers at the front desk.
a. This section will only go over how to register them in Park Pro... don’t forget
about all the other paperwork (Waiver, Parking Pass, Membership Packet, etc.)
2. Pull up the customer’s account.

3. Click on '« Memberships
Select the individual signing up for the membership as participant; and select your drawer
at the Facility. On the right hand side you will be able to scroll through and select the
appropriate membership. To add additional members to click on the Household Members
(+) button and select everyone who is going to be on the membership (Remember: A
family membership included 2 adults and 2 minors in the same household. An additional
minor can be added at an additional cost, Park Pro will add the additional cost

automatically)
M Reservations Items Rentals
User: [m—m Code Membership Type Name Family Members )
Mame:  Test Heather ACFP12 1 yr Family Paddling YES 10
Fac.: h ﬂ ACFD1 - ACFRIZ LavEangy Mwing YES 10
W) | ACFS12 1 yr Family Sailing YES 10
At mmneDes ACGFAM12 1 yr General Family Affiliation YES 10
Discount: ‘5 0.00 ACGAIM1Z 1 yr General Individual Affiliation NO 0
Fee: T 500.00 ACTP12 1 yr Individual Paddling NO 0
Family Price: 0.00 ACRM12 1 yr Individual Rowing NO 0
ACIS12 1 yr Individual Sailing NO ]
ACFP6 1/2 yr Family Paddiing YES 10
ACFRE 1/2 yr Family Rowing YES 10
ACFSG 1/2 yr Family Sailing YES 4
ACGFAMG 1/2 yr General Family Affiliation YES 10 |
ACGIAMG 1/2 yr General Individual Affiliation NO 1]
ACIPH 1/2 yr Individual Padding NO ]
ACIRG 1/2 yr Individual Rowing NO 1]
ACISH 1/2 yr Individual Sailing NO ]
ACFR3 1/4 yr Family Rowing YES 10
LACIRI 1/4 wr Individual Bowino HO (1] |'J
Total: $500.00 m/_ B Clear Sale (Fmpty Cart) [JLETU ST eI E ] ¥




Page | 24

4. Click IR
5 Click

6. Don’t forget to give the customer their receipt, parking pass, and membership
description.
7. File paperwork.

CHANGE MEMBERSHIP DATES (LAPSE IN MEMBERSHIP)
1. Click

2. Search the person’s name. Click to the left of their name.

3. You can now edit the Start and End dates of a particular membership.
Note: This is done if memberships overlap in dates or lapse in membership (ex: Master’s rower
wl]o_is required to always have current membership if on the team.)

N—— Edit Membership

v2.0.85

bt

Person: Taylor, Kylie Status: (=) Active

Type: ACS - AC Staff _) On-Hold

Membership Code: [ 215198738 ] 9 Canceled

|¥| Expiration Date || Units ) Expired

Start Date: Expire Date: Unit Total:  Cancel On: :]mg ]
01/01/2016 ]mé [12;31;2015 lh‘é [0 ] Reason: | Select Reason |

|| Auto-Renew Membership After Expiring

? Save Membership m Change Membership Type
= Save Membership
. o
4. Click

ACCOUNT CREDIT

1. Pull up the customer’s account.

2. Click on the E] button underneath the household information button. A new window will pop up
like the one below. Enter the amount the customer wants to add as an account credit here. Then

click Add Credits To Cart.
e T |

Test, Heather Enter Amount E »
AC:  $0.00 [¢]
DO:  $0.00 Enter Amount:

. Complete Sale
4. Then click and process.
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2. Click eiftcards

EAFEE N RNy B Rl

Programs = Memberships = Reservations lim Rentals

1 Inventory Code: [ ]x

Inventory Combos Groups Gift Cards |_| All Facilities

Scan or enter gift card number:

@, 2000 x
Gift Card
Current Balance: 0.00

Amount to add: 50.00 %

3. On the back of the card there will be a number underneath the barcode. Type this number

in the search bar. Click @ and enter the amount the gift card is for. Then click the
shopping cart icon to add the gift card to the shopping cart.

4. Then click

CAPITAL CREW

PAYING IN FULL

e  Pull up the payee’s account. Click on the - FRIR@MS_ 41,



Page

Cash Register  Programs Memberships a - Reports  Com)

BOCKYN
X J Logged in as Kylie Taybor

BT A5 [TM: 137 MM 16 -
== Cash Y togout seuings @ O g
[ 3799381763 “ @b mberships Reservations Items Rentals
N—— h
Programs, Memberships and Reservations require a Payer
to be selected before you can start adding them to the
Shopping Cart!
Zerme, Regina
ac: sono [ B
Do S0.00
uDo:  $0.00
Y 0 bt m’ B clear sale (Fripty Cart) JEEEESCRRIST RS ¥
Subtotal: $0.00
Discount: $0.00
Total: 50.00

Complete Sale

Select the athlete as the participant and select the appropriate squad for program name.

Click the /% button.

Cash Register Programs Users Memberships Facilities Reports Communicatio...

Logged in as Kylie Taylor

— cash Register RT: 27.23 |TM: 149 |MM: 171 7 o Logou Settings @ O @

3799381763

Items Rentals

Memberships servations

2815161663 &

Patrick, Nils

~

Code Sessions Start End

CCVMO1 AC Capital Crew Varsity Men SESSION # © 2016-01-04 2016-05-10

Name:

g @ CoVMo1 % AC Capital Crew Varsity Men SESSION # . 0000-00-00 0000-00-00
Name: ) AC Capital Crew Varsity...

iscount: Z 0.00
% 625.00

Taka Photo

T Household Info

Zerne, Regina

ac: sooo(EE]

DO: $0.00 Payment Due Late Status Price
uUDO: $0.00

AC Capital Crew Varsity Men N/A N/A NOT PAID 175.00 5

AC Capital Crew Varsity Men 02/05/2016 02/05/2016 NOT PAID 175.00 '

L
—_

|| AC Capital Crew Varsity Men 03/05/2016 03/05/2016 NOT PAID 175.00 %
|| AC capital Crew Varsity Men 04/05/2016 04/05/2016 NOT PAID 100.00 '3

/
Total: $625.00 A
& shopping Cart L H clear sale (Empty cart) ty:  AC Front Desk 1 ¥

Description Subtotal: $0.00
Discount: $0.00
Total: $0.00

Open Cash Drawer

Complete Sale

| .
Click the button. Process like a regular sale.

Register for boosters the same way. Code: Booster02
O Make sure to select correct squad in pop-up window before taking payment!

$25.00 TRY-OUT FEE: (NOVICES ONLY)
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Note: only novice can do the $25.00, two week trial.

Pull up payee’s account.
Click on Programs.

Page
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Select the athlete as the participant and select the appropriate squad for program name. Because

this will be a try-out select the try-out program (ex: CCNWTRY)
Click “Add” to put item(s) into card.
Click “Complete Sale” and process as normal.

$25.00 TRY-OUT FEE — APPLY TO REST OF SEMESTER

Pull up payee’s account.
Click on Programs.

Select athlete as the participant. Select the appropriate squad for program name (CCNM or

CCNW)
Click “Add” to put item(s) into card.
Click “Complete Sale” and process as normal.

PAYMENT PLANS WITH OR WITHOUT BOOSTERS

Make sure athlete has all paperwork filled out and on file: CC Payment Plan, Waiver Card and Payment Plan Form.

1.

Review that the Payment Plan is fill out entirely. Pull up the payee’s account; make sure all contact

Programs tab.

information is up to date. Click on the

Cash Register  Programs Users Memberships  Facilities Reports  Communicatio,

Logged in as Kylie Taylor

B LASE [TM: 137 MMz 45 o
Logout Settings & O ]

mberships Reservations _Items Rentals

| 3799381763

-

Programs, Memberships and Reservations require a Payer
to be selected before you can start adding them to the
Shopping Cart!

e —

Zerne, Regina

ac: sono [ B

Do:  $0.00

UDo:  $0.00

Vs s o m/ 1B clear Sale (Fmpty Cart] RIS T £
Subitotal: 50.00
Discount: $0.00
Total: 50.00
[open castorawer |

Complete Sale

Select the athlete as the participant and select the appropriate squad for program name.

You must check the box next to the first payment.

‘x AC Capital Crew Varsity Men N/A N/A NOT PAID 175.00 u|

Then click the ———= button.
If they do not want to pay for boosters proceed to step #4.
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Communicatio...

——
i Cash Reqister Proqgrams sers Memberships Farilities Heports
taocxm
/ = E Lagged in as Kylie Taylar
—_— RT: 27.23 |TM: 149 |MM: 17: =
= Cash Register I I B osout sewings @ 2 @l
HOBCIIEN Memberships ~NReservations Items Rentals

3799381763 n
-

Name:
Pragram:

Name:

B Take Photo
T Household Info

Zerne, Regina

ac:  so00 B
DO:  $0.00
upo:  $0.00

Total:

y Shapping Cart L

frticipant: | 2815161663
Patrick, Nils

o CEETN

@ ac Capital Crew Varsity...

iscount: B
i 625.00

-

Code Sessions Start End

VCVMOL AC Capital Crew Varsity Men SESSION # . 2016-01-04 20160510

AC Capital Crew Varsity Men SESSION # | 0000-00-00 0000-00-00

0.00

[# roment i | & ot v J 8 rciaer

AC Capital Crew Varsity Men N/A NfA NOT PAID 175.00

L
|| AC Capital Crew Varsity Men 02/05/2016 02/05/2016 NOT PAID 175.00 )
L | AC Capital Crew Varsity Men 03/05/2016 0370572016 NOT PAID 175.00

|| AC capital Crew Varsity Men 04/05/2016 04/05/2016 NOT PAID 100.00 3

B cicar sate (Empty Cart) JEELGEMETS L B ¥

Description

3.

If the athlete is paying for boosters with a payment plan you must click the

subtotal: $0.00
Discount: $0.00
Total: $0.00

Open Cash Drawer
Complete Sale

—Programs _ 41, select

the athlete as the participant, select Boosters as the program. Make sure to check the box next to

the first payment.

||\_/. AC Capital Crew Booster Fee N/A

N/A NOT PAID 25.00

button.

Program:

Name: 9 AC Capital Crew Booste...

Discount: & 0.00
4 165.00

25.00

Sessions Start End

BONDSTERO1 AC Capital Crew Booster Fees SESSION # 2016-01-04 2016-05-11

BOOSTERO02 AC Capital Crew Booster Fees SESSION # 0000-00-00 0000-00-00

@ Payment Plan L Personal Plan

Payment

Status Price

|¥| Ac cCapital Crew Booster Fee N/A N/A NOT PAID 25.00 5

AC Capital Crew Booster Fee 02/05/2016 02/05/2016 NOT PAID 25.00 5

-

|_| Ac capital Crew Booster Fee 03/05/2016 03/05/2016 NOT PAID 25.00 &

|| AC Capital Crew Booster Fee 04/05/2016 04/05/2016 NOT PAID 90.00 i

Total:

~

| RGeS VAo 9l Facility:  AC Front Desk 1 ¥

J
4, Click the button.

5. Make sure to click the EFT box on all payment plan items!
In transaction comments note that payment was authorized via payment plan form.




Transaction Checkout SEH %
L] Cash: Io_oo | Payer: 7erne, Regina Transaction Comments:
Available Credit: 0.00 | Auth by Capital Crew Payment
|| Check: #[ ] Plan form. |
Dues Owed: 0.00
Amount:
_l Amount: 200.00
V| Credit: # Discount: 0.00
Amount: Subtotal: 200.00
Exp.(MM/YY): @ / @ CV... | xxx Tax: 0.00
Total: 200.00
Auth: Oth -
[:]LLJ Amt. Received: 200.00
|__[Scholarship: | select Scholarship Payme Amt. Remaining: 0.00
Amount: Bal: 0.0 CHANGE: 0.00
L Gift Card:
Amount: Bal.: 0.00
L Other: Select Other Payment Mef
Amount: I 0.00 |
0.00

Description
Patrick, Nils CCVMO1 - AC Capital Crew Varsity Men
Patrick, Nils AC Capital Crew Varsity Men Payment #1
Patrick, Nils BOOSTERO1 - AC Capital Crew Booster Fees
Patrick, Nils

AC Capital Crew Booster Fees Payment #1

™ Back To Cash Register & Process Sale

Double Check! This must also be done for boosters if the athlete paid for boosters

Page

with a payment plan.

Pull up athlete’s account. Click on m Then click .

Payment Plans

Your screen should look something like the image below. Click on .

| 29
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M ge H hold - 0 %
I T S R I :
ro nncons (oot )
= L | B
Search Recelpt #: | Show only lransaclions wilh a balance | | Show payment plan/inveice lransaclions || Include Household
“ || Newest first Show voided transactions
Viewing 0 - 5 of 5 Receipls << Previous 50 Next 50 >
Rept & Date Facility Amt Due  AmtPald  Pmt Type pBalance
#117237  September 20, 2015, 12:46 pm AC Front Desk 2 427500 $25.00 cC $0.00
- (CCNWUO2) AC Capital Crew Novice Women $0.00 $0.00 $0.00
-- Participant: Hedrick, Chios
AC Capital Crew Novice Women Payment #1 £25.00 $25.00 VISA £$0.00
-- Driginal Transaction: #117237
-- Participant: Hedrick, Chios
AC Capital Crew Novice Women Payment #2 £250.00 $0.00 $0.00
-- Original Transaction: #117237
-~ Participant: Hedrick, Chios
#119811 October 5, 2015, 4:02 am AC Internet £250.00 £250.00 cC £0.00
AC Capital Crew Novice Women Payment #2 $250.00  $250.00 cC $0.00
-- Driginal Transaction: #117237
-- Participant: Hedrick, Chioe
®#124032 November 5, 2015, 4:03 am AC Internet $125.00 $125.00 CcC $0.00
ital Crew Novice Women Payment #3 $125.00 $125.00 (2= 30.00
action: #117237
edrick, Chioe
®126474 December 5, 2015, 4:03 am AC Internet $125.00 $125.00 CcC $0.00
- AL Capital Crew Novice Women Payment #4 $125.00 $125.00 cec $0.00
== Original Transaction: #117237
Participant: Hedrick, Chloe
#12/978 January 10, 2016, 7:19 am AC Front Desk 1 5150.00 $150.00 <o $0.00
- [CCNWO1) AC Capital Crew Novice Women £0.00 $0.00 £0.00
Participant: Hedrick, Chloe
- AC Capital Crew Novice Women Payment #1 $150.00  $150.00 VISA 30.00
PPN SRS P 2

Your screen should now be displaying all current and past payment plans. Locate the correct
payment plan by looking at the dates in the left. They should correspond to the dates listed on the
payment plan. The first payment’s dates should all be “0” because you have already processed
that payment.

00/00/0000

1 00/00/0000 00/00/0000
2 02/01/2016 02/05/2016  02/05/2016
3 03/01/2016  03/05/2016  03/05/2016
4  04/01/2016  04/05/2016  04/05/2016

Make sure you check that the first payment was processed, as indicated by the green zeros in the

Make sure there are numbers listed next to the gears on the—right hand side- this means the
credit card is linked to the payment plan. All these numbers should be the same within the
same plan.

Manage Household Information

Past Transactions

0.00

first line of the payment plan.
1 00/00/0000

00/00/0000  00/00/0000  PAID 150.00 150.00, @ 47342

SH %

Payment Plans

# Send Status Profile ID

PROGRAM

Chloe Hedrick

v a EFT | (CCNWO02) AC Capital Crew Novice Women 525.00 525.00 0.00
1 09/20/2015 09/20/2015 09/20/2015 PAID 25.00 25.00 0.00 ﬁ 45466
| 2 10/05/2015 10/05/2015 10/05/2015 PAID 250.00 250.00 0.00 a 45466
‘ 3 11/05/2015 11/05/2015 11/05/2015 PAID 125.00 125.00 0.00 a 45466
4 12/05/2015 12/05/2015 12/05/2015 PAID 125.00 125.00 0.00 a 45466
v f EE LCCNWO01) AC Capital Crew Novice Women 525.00 150.00 375.00
1 00/00/0000 00/00/0000 00/00/0000 PAID 150.00 150.00 0.00 a 47344
2 02/01/2016 02/05/2016 02/05/2016 NOT PAID 150.00 0.00 150.00 (=] a 47344
3 03/01/2016 03/05/2016 03/05/2016 NOT PAID 150.00 0.00 150.00 (=] a 47344
4 04/01/2016 04/05/2016 04/05/2016 NOT PAID 75.00 0.00 75.00 (=] a 47344

47344
47334
47344
47334
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File paperwork!
Email a receipt to the payee once you have double checked all payment plans.

Staple a receipt to the authorization page.

Cut out only the first 12 numbers of the credit card on the authorization page; leave the

last 4 numbers intact.

Take the cut out numbers and place them in a small envelope labeled “Credit Card #s to

shred, today’s date” and place in the drawer to be included in the drop that night.

5. Put the receipt and authorization page under the drawer to be included in the drop that
night.

6. Take the other papers and file them in the “CC Payment Plan Binder” by last name of the

athlete.

wnN =

t

BOOSTERS

1. Pull up the account of the customer you are talking to.

2. Check to see if the child has been registered for boosters for this semester by clicking on

Household Information>Programs>Highlight the child’s name.

a. They may have paid directly to booster’s so it will not show they are registered in
Park Pro, check the list that boosters has given us or ask for a receipt to show they
have paid boosters.

Go to Programs.

4. For participant select the person the ticket is for. You can only register one ticket at a
time. For program select Banquet. If the participant (or their child) has paid into boosters
then select the ticket that corresponds with boosters, otherwise they need to pay non-
boosters price.

w

M Memberships Reservations Items Rentals
~

Name: Test, Johnny V] Athlete Booster Member [x]oo0 & E
Program: E U8 ||| BEEY Adults Booster Member [z 3400 5 a
Name: @ AC Capital Crew Banquet L Non Booster Athlete & Kids 12 or under [+ ] =400 &
Discount: ‘5 0.00 L Non Booster Adults D 36.00 &8 A
Fee: & .00
Package(s) Fee: 0.00 (M| Aquatic Center Staff E] 0.00 &

| Athlete Booster Member E] 0.00 om

5. Repeat step #4 for each user who is purchasing a ticket.
6. If you register multiple people for tickets your shopping cart should look like this...
I == 00 ==

Description User QTY | Price
‘% BANQUET - AC Capital Crew Banquet Test, Jimmy 0.00
{4 — ABM - Athlete Booster Member Test, Jimmy 0.00

0.00

R R

t% — ADBM - Adults Booster Member Test, Heather 34.00

B

B

EJ !% BANQUET - AC Capital Crew Bangquet Test, Heather
x|

(x| 0.00
| o |

1% BANQUET - AC Capital Crew Bangquet Test, Tim

I ADAM - Adul b Tact Ti 24 o0

Notice how each ticket is linked to a specific user. This is important because at check in a
printed list of everyone registered will be there, so their name needs to be linked to a
ticket in order to be let in. There are no physical tickets.

ERG SALES

We sell off our older models to make room for the new ones. There may be various models for
sale, they are $750.00 plus tax for a total of $813.75. Deposits for the ergs, are $100.00 per
erg. The ergs cannot be picked up until after the Golden State Indoor Rowing Championships
on. Full payment will be due at pick up.
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Taking deposits:

-Make an account in Park Pro (please make sure to get all customer information or verify that
information is correct if they already have an account.)

-Grab the excel spreadsheet on the desk under the plastic and record the information.

-Deposits can only be made as account credits, since Park Pro does not allow us to make partial
payments on taxable items

1. Pull up their account, then click on the = button next to AC. A window will open where
you can enter the amount.
2. Enter $100.00, then click “Add Credits to Cart”

iR ——

| 46531 n Programs Memberships = Reserv:

L F
Programs, Memberships and
to be selected before you cai
Shopping Cartl

Tast, Heather

A £0.00 E". =

po:  sopn | EMbEr Amount 2N

“nn- ‘ﬂ‘-ou Enter Amaant: ;‘.".I-U‘

3. Inform the customer that this is a non-refundable deposit. If they decide not to purchase the
erg they will not receive the $100 deposit back.

4. The amount will then show in the shopping cart and you can proceed to complete sale.

5. On the transaction comments please write that this is an Erg sale deposit.

6. Make sure to add information to the spreadsheet!

If customer has chosen Erg in person or they know which # Erg they want to buy:

a. Pull up their account in Park Pro

b. Have the customer go to the Erg loft and pick out which Erg they would like to
purchase. Ask them to pull of the “For Sale” sign on the Erg and bring it to you. This
will have the Asset ID # on it.

c. If they only want to pay the deposit follow steps(#1) above to add account credit.
Complete sale of account credit. Then proceed to the step #d

d. Click on the items tab

All ergs are under the item name “AC Erg #15-XX" and there is one AC Erg #14-20

f. The code number indicates the Asset ID tag # that is on the Erg. So make sure it matches
the For Sale number.

@



Theam Maame

El oo AL CC Unisuils [ [x | 7200 o 1
ETW 1054 AC Erg #1323 o [A ] 77500 & |
EXl o0 AC Erg §12-3 o L] 77s.e0 %
ET 1o2e: AC Erg #12-4 o [i ] 77500 4
Il o067 AL Erg #13-5 o [ | #rsoe o '
EIW 100ss AT Erg #8126 o [ ] zrso0 i
m 1O2ED AC Erg #12-7 o |:| 7500 =
BTl oo AC Erg #12-B o [1 ] 77500 oo
Bl o AC Erg 8129 o [x | 7rs.00 i iy 8
EIW 1006 AC Erg 24-1 1 [+ | #5000 B,
[ w0 JRELEN AC Erg 14-18 1 [i ] 7se.00 =
BT e AC Erg 14-13 i [i ] 75008 C |
Bl o014 AC Erg 14-13 1 [x | 7s0.00 o 'A
EXm 1050 AC Erg 84-14 1 [ ] 75000 T
EXl 1000 AT Erg 14-15 1 L] 7se.e0 =

g. Add the Erg to the customer’s cart.
h. Run transaction using the $100 credit and then take payment for remaining balance

Please make sure to explain that ergs cannot be picked up until after the Golden State Indoor
Rowing Championships.
We will not hold any erg without a $100.00 deposit.

OPEINING /CLOSING PROCEDURES

CLOSING REPORTS

At the end of your shift print a closing summary report

At the end of the night print a closing expanded report for each drawer, a closing summary report
for (FD1, FD2, FD3, FD4, Office & Office Manager), a payment method report- credit card for
(FD1, FD2, FD3, FD4, Office & Office Manager)

1. For closing summary/expanded reports:
a. Hover your mouse over Reports then click General Ledger Reports

Reports Communicatio

General Ledger Reports
User Reports

Program Reports
Membership Reports
Membership Retention
Facility Reports
Inventory Reports
Payment Method Reports
Transaction Reports

b. For Logins: Select All, Ledger Numbers: Select All
If you are ending your shift but not closing the drawer select only your drawer at
the facility. If you are printing a closing reports check FD1, FD2, FD3, FD4,
Office and Office Manager for the facility.

Make sure to select today’s date.
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Standard GLReports | Payment Plan Reports

General Ledger Reports:

Logins: Facilities: Ledger Numbers:

[¥] No Admin 21 |[¥] Ac Administrative - AC Front Desk 4 [¥] ©- No Ledger Spacified

[¥] Aguilar, Alejandro [[] AC Administrative - AC Internet [] 0-0-0-0-0 - Default

[¥] Alvarado, Mikaela [] AC Admini - AC Kiosk 1 | |[#] 1-00010-00000-00000-0...
[¥] Amos, Amanda [ Ac Administrative - AC Kiosk 2 [¥] 1-ooo20-00000-00000-0...
[¥] Amos, Ashley [[] AC Administrative - AC Kiosk 3 [¥] 1-00020-16-0301-00000 ...
[¥] Andersen, Mason [] AC Administrative - AC Kiosk 4 [¥] 1-00021-18-00000-0000...
[¥] Anderson, Sarah [¥] Ac Administra - Office [] 1-o0022-00000-00000-0...
[v¥] Ashman. Sterling 7| v ac jini i ffice Manager [v] -
Select All Select None Select All Select None Select All Select None
Start Date: End Date: @ [_| Include EFTs @ | Include Internet

[ 03/25/2010 I“ﬁ [ O /25/2010 ]“ﬁ ] || Only EFTs @ || Only Internet

Layeut: | | Group by page

=¥ Detailed Gt Report =¥ Summary GL Report IZY Closing Payments Report

=1 Processed Refund Report [l =Y Summary GL Report {Grouped) =¥ Closing Detailed Report

B exportledger balance(s) for selected dates [l =} Resident Revenue Summary (By Date Only)

@ Account Export (By Date/Facility) =¥ Deferred Revenue Summary (By Facility) [l [=] Deferred Revenue Detail (By Facility)

Then click {2} Closing Datailed Report

d. A window will pop up like the one below. If it is the end of your shift or if you
are printing a closing summary for all drawers click EREEEEE=—= |f you are
closing out just your drawer select

Configuration 2@ X

o

2. Print payment method reports
a. Hover your mouse over Reports, then click payment method reports

Reports Communicatiol

General Ledger Reports
User Reports

Program Reports
Membership Reports
Membership Retention
Facility Reports
Inventory Reports
Payment Method Reports
Transaction Reports

Demographic Reports

b. For Logins: Select All, Facilities: FD1, FD2, FD3, FD4, Office and Office
Manager, Ledger Numbers: Select All.
Payment Method: Credit Card (CC).

Don’t forget to select today’s date. Then click ERESEEEEIEEES
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Payment Method Reports:

Logins: Facilities: Ledger Numbers:

[¥] Mo Admin [] we facility [¥] 0 - No Ledger Specified

[¥] 0-0-0-0-0 - Default

[¥] Aguilar, Alejandro [¥] AC Administrative - AC Front Desk 1

[] 1-ooo1:

[¥] Alvarado, Mikaela [¥] AC Administrative - AC Front Desk 2

[¥] Amos, Amanda [¥] AC Administrative - AC Front Desk 3 [¥] 1-00020-00000-00000-0...

[¥] Amos, Ashley [¥] AC Administrative - AC Front Desk 4 [¥] 1-ooo20-16-0301-00000 ...

[¥] Andersen, Mason [[] AC Administrative - AC Internet [¥] 1-00021-18-00000-0000...

[¥] Anderson, Sarah [] AC Administrative - AC Kiosk 1 [¥] 1-00022-

¥/l Ashman. Sterling [ AC Administrative - AC Kiosk 2 [

Select All Select None Select All Select None Select All Select None

Payment Method: Start Date: End Date: @ [_| Include EFTs @ | Include Internet
{ CreditCard(CC) 'J ['""25"2“15 ]“‘g l“”z”“m ]“ﬁ @ | Only EFTs = | Only Internet

=} Print Payment Method Report

SPECIAL EVENTS

TEAM TENTS

How to process team tent reservations

1. Make sure they have filled out the tent request form.
a. Check inbox, email, fax machine or with Heather for paperwork

2. Pull up their account in Park Pro by searching their team name in the Corporate Account section.

Select Payer 8 x
[
| User Code: Receipt #: Phone #: Corporate Account Name:
| BN @, @, @, san Diegol X
Last Name: First Name: Email: Gateway Transaction ID:

Add Housechold

A BCDEFGHTIITKLMNMNOPQGQRSTWUVWXYZ

Name Phone # Mailing Address
[ 4 8362392503 callaghan, Chris N/A (858)352-8380 PO Box 99856 =
San Diego Rowing Club San Diego, CA 92109

3. Park Pro will then ask you to select the users household or company account. Select the company
account.

Select Household

This user belongs to more than one
household or corporate account. Please
select which household/ corporate account
vou wish to use below.

| PO Box 99856

=) San Diego Rowing Club

*' Use Selected Household

4. Click on Programs and select the payee as user. Select the appropriate code. Your screen should
look similar to the one pictured below.
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Cash Register Programs Users Memberships Facilities Reports Communications

Logged in as Kylie Taylor

Cash Register SRS L S e Logout Settings @ © [

M Memberships  Reservations Items Rentals

¥2.0.95

8362392503 [

| | " | | e |
Name: Callaghan, Chris || 10x10 Tent Rental [1 ] s50.00
e e -
Name: AC Western Intercolleg...
ame: (7] estern Intercolleg O [ ] 100.00
L] (1) asnoo
Take Photo
e O [ 12500
o e L] e
San Diego Rowing ...
) | Extra Table Rental [+ ] 10.00
Callaghan, Chris
AC: s0.00 [ B
DO:  $0.00
uDO:  $0.00

5. Check the box next to the options they wish to add.

10x10 Tent Rental

a. To change the quantity of the item they wish to add, change the number under the QTY
column

For example: San Diego wants 20 extra chairs and 5 extra tables. Change the QTY number to 20
for chairs and 5 for tables, then click the box next to the item.

|2 J
1.50
[5 ] 10.00

6. Then click the add button to add items to shopping cart, then process.

P ———

Participant: | 8362392503 ¢

Name: callaghan, Chris

Name: &) AC Western Intercolleg...

Discount: ‘A 0.00
Fee: &4 o0.00
Package(s) Fee: 630.00

~
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7. Email or give the customer a receipt. Staple a copy of the receipt to their paperwork and file it in
the team tent binder or put in Operation Managers mail box.
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