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Staff training manual
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On the left computer, open Google Chrome icon 
[image: image3] and go to EZ Facility log in page: https://www.ezfacility.com/Login.aspx
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Enter log in information on the far [image: image66.png]zzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzzz
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right – Trainer Management System and Training Center Management System.

Username: front-desk


Password: frontdesk123

When you are logged in, you will see this screen:

[image: image5]
Click on Check-In (far left on green bar) and you will see this:

[image: image6]
The screen is now ready for members to run their card through the scanner.
The following screen in must be up in order for members to check in.  

[image: image7]
Once they have scanned their card, a screen similar to this will appear.

[image: image8]
If you see a green check mark and it says Membership Valid, the member is good to go in.  If there is a red “X” and it says Membership Invalid, there is a problem with the membership that needs your attention (example: expired or cancelled members trying to access facility.)
To manually enter a member, type in their name or keycard number in the box and click Check-In.  There may be more than one member with a similar last name (i.e., Miller) so wait for the entire name to pop up in the box of scroll until you find the name that you are looking for.
To find out more information about a member, click on Customer Detail View.
To ring up something in P.O.S. (Point of Sale), click on P.O.S For Client.
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If not already open, go to Google Chrome icon 
[image: image10] and go to EZ Facility log in page: https://www.ezfacility.com/Login.aspx
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ow all POS transactions for the day.
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To run the report, Select Register (click arrow and select Front Desk).  Today’s date will default so you don’t have to change the date.  Click Generate Report.
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Click on small box to the left of Show Details.
To print report, Select a format, click on Word and then click on Export.  Report will[image: image72.png]8 hitpsy/tms.zfacilty.com/checkinite.sp
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 download in a box in the bottom left of screen (POS_Register_Report.doc).  Open and print; there is no need to save this document. 
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Go back to Reports and click on Deposits. This report will show all membership transactions for the day.
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Today’s date will default so you don’t have to change the date.
Select Grouped by Payment Method, Ordered by Date.
Click Generate Report.
Click on small box to the left of Show Details.
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 click on Word and then click on Export.  Report will download in a box in the bottom left of screen (Deposits.doc).  Open and print; there is no need to save this document. 
Go to Clients and click on New Client.  *GOAL: Our ultimate goal is to be able to enter memberships and process real-time while the member is present.  
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For Individual, Senior, Young Adult, and Student MONTHLY memberships:
(* after item means mandatory item)
· Select category (member, non-member, prospect, etc. Will take a second to load.)
· Organization *
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(NOTE: if none, enter NOT LISTED) 
· First name *
· Last Name *
· Sex
· Address 1 *


(NOTE: do NOT let Google Chrome autofill!)
· Ignore Address 2 unless Apt. # is given
· City *
· State *
· Zip *
· Status should be Active
· Middle name or initial if they have it
· Occupation * 

(NOTE: if none, enter NOT LISTED)
· Ignore discount
· Ignore Relationship for now (we’ll come back to it later)
· Salesperson (enter who sold the membership)
· Ignore Balance through Un-Invoiced Items
· Email address * 

(NOTE: if none, enter NOT LISTED) 
· Home phone *
· Work phone *

 (NOTE: if none, enter NOT LISTED)
· Cell phone
· Ignore fax
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oad)
· Referral categories (find and match with “how did you hear about us?”)
· Scroll to the top and hit ADD.  If you forget to fill a mandatory field (marked with an asterisk) you’ll see what you forgot listed in red at the top.
· Once you click ADD, you’ll see the top of the screen change: it will list the member’s name and have three buttons below it: UPDATE, CANCEL, and COPY CONTRACT
Membership ID # is now KEYCARD #.  Enter all 10 digits. Then click UPDATE. 
REMINDER: Prospects do not get keycards, so just click Generate to create a random number for p[image: image81.png]J 11 YWCA Central Carolinas M » ' [ YWCA Central Carolinas - C » /@ EZFacilty TMS \[P] Pandora Radio - Listen to F e N

WX

mbership_wiz;

€« C f @& https//tms.ezfacility.com/rr

[ YWCA Google Apps (D) YWCA Attendance () YWCA Main Page [P Pandora Radio - List... (§) assets.ezfacility.com... (9) EZ Facitylogin (3 Other bookmarks
elir ing racism YWCA Central Carolinas

FAC I L ITY Smpowering women Welcome Andrea Greene | Log Off

=/ ywca Tuesday, February 07, 2012

SRR BT e Central Carolinas SucoEmoNSOX  HeLw ) TRANNG .
52 g g

‘Saran Bk Gambrl Ftnoss Gontor
Clients  Groups Reports  Administration

-In TimeClock P.0.S. Lockers Attendance Schedule

One or more items were billed and placed in the cart. Would you like to invoice the client now?

Invoice Later

Invoice Now
Leave items in cart @

Single Invoice @
‘Warning: The client's auto-pay method is currently Credit Card and the client's saved Credit Card data is
insufficient.

o @3] 0 [@ B




rospects ONLY (see Prospects section for more details on this process.)

[image: image17]
Click New Contract. 
 
[image: image18]
* This is the biggest difference from KI…EZ Facility creates a contract that can auto-renew itself.  Essentially, the contract is created to bill one time every month. There will be no more pro-rated fees because all new members’ contracts will start the day that they join.  They’ll have[image: image82.png]J/ I YWCA Central Carolinas M: » ' [ YWCA Central Carolinas - C /' © EZFacilty TMS [P| Pandora Radio - Listen to F/ » Y&z =SB ES
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 to pay for the first month up front and then the next month they will be billed.
Example:  Andrea Greene joined today, February 7, 2012.  Andrea will pay $52 to start her Individual monthly membership and will be drafted $52 on March 7, 2012 (and on the 7th of each subsequent month.)
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Select Single Invoice.
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Select ADD A PAYMENT.
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Bill To: Robin Hennessey change

Invoice Date: 2/16/2012 change
ents Due: 13x by 1/16/2013 change

ADD AN ITEM
Comments:
change

No payments

Payments Applied

@ @ 2/16/2012  Robin Hennessey Membership: PIF - Individual

aY:] 2/17/2012  Robin Hennessey rounding difference for PIF $0.04. $0.00 $0.04|
A Y] 3/16/2012  Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
aY:] 4/16/2012  Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
A Y] 5/16/2012  Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
aY:] 6/16/2012 _ Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
A Y] 7/16/2012  Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
aY:] 8/16/2012  Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
A Y] 9/16/2012  Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
aY:] 10/16/2012 _ Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
A Y] 11/16/2012 _ Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
aY:] 12/16/2012 _ Robin Hennessey Membership: PIF - Individual $43.33 $0.00 $43.33)
&0 1/16/2013  Robin Hennessey Membership: PIF - Individual $43.33

ADD A PAYMENT.

ved @ (5|0 [© 1=

Auto-Fay (Off): Enable
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Print receipts for all membership transactions.

[image: image22]
To pay the invoice immediately (for example, a new member is joining and hands you their credit card) select payment method, credit card and enter the following information:
· Manually type in credit card number
· Expiration date
· Confirm that address is correct and that the name on the card corresponds with the correct address
· CVN number (3 digit number found on the back of the card)
Then take payment, then select done.
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x7Invoice2l

RECORD A NEW PAYMENT
Paid By [Robin Hennessey (704-3.

Received On 271772012 J[02 -][07 =
Amount

[$520.00

on invoice 617: $43.37 as of 2/17/2012

on invoice 617: $86.70 as of 3/16/2012

on invoice 617: $520.00 as of 1/16/2013
for Robin: $43.37

for Robin: $520.00

Select a payment method... -

print: © Receipt  Invoice ” Statement

Take Payment

£5tart

@ =loe =]




E
*If update goes through, you’ll see a pop up window telling you that the update was successful.  IF you DON’T see this, update again or you’ll lose your work.
Go to Emergency tab (at top) and enter emergency contact information.  Click UPDATE to save.
For Family and Senior Couple MONTHLY memberships:
Go to Clients and click on New Client.
Enter Personal Information info and Membership Details (see above directions)
Once you’ve hit UPDATE and everything is in and saved, reopen the client you just entered and click on COPY CONTRACT.  This copies basic information like address, last name, phone numbers – perfect when you’re entering someone at same residence.
Go through same steps to enter new person (see above directions).
Only enter children 14 an older that have received a keycard.
Once spouse/partner is entered, go to Relationships.
Select Relationship Type (i.e., spouse of, parent of…if unknown, select “other”)
In box below, type in last name of spouse/partner.  You’ll see a drop down bar of similar names.
Select spouse/partner – click ADD.
UPDATE (or relationships will not be saved).
Paid in Full memberships:
See above directions for entry of Personal Information and Membership Details.
Membership ID # is now KEYCARD #.  Enter all 10 digits.

Click New Contract
Only have to change Use Plan and Sold By – system populates type and fee

[image: image23]
Change start date to date paid/signed up
Add to cart
Select Single Invoice

[image: image24]
Notice that you have essentially created 12 invoices and that the total is 4 cents short of the PIF rate of $520.

[image: image25]
Click on ADD AN ITEM.
Select rounding difference.

[image: image26]
Click on Bill.
Notice that by adding the rounding difference, the total is now the correct PIF amount of $520.

[image: image27]
Select ADD A PAYMENT.
Select Total balance on invoice (the one with the total PIF amount).

[image: image28]
Select payment method:
Credit card
Check
Cash
Online Direct Debit 
Print receipt
Take payment
Done
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 to Clients and find the member that is renewing. Once you’ve found the member, click on the Membership tab.

[image: image29]
Select New Contract.  Notice the expiration date of the current contract…this new contract that we are creating will start the day after the current one expires.

[image: image30]
Add to cart

[image: image31]
Select Single Invoice.
Notice that you have essentially created 12 invoices and that the total is 4 cents short of the PIF rate of $520.  Follow above directions for adding rounding difference.
Select ADD A PAYMENT.
Select Total Balance on invoice (the one with the full PIF amount).

[image: image32]
Select payment method:
Credit card
Check
Cash
Online Direct Debit 
Print receipt
Take payment
Done, and UPDATE.
Go to Clients a[image: image91.png]J [l Google Apps StartPage '\ [] YWCA Central Carolinas M: ¢/ © EZFacilty TMS - [P| Pandora Radio - Listen to F/ = 6]
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use Plan Individual - PIF -
Sold By Sheila Chapman <
Membership Type PIF - Individual -
Membership Fee '$43.33] This amount il be billed each term.
Initiation Fee '50.00] This amount will be billed only with the first term.
Bill every i ‘months_~
How many times? 12
start Date 0371172012
Revenue Date @ (112012
Eadbare] 31072013
Choose an end date to quickly create a contract with a single billing term
for a specific number of days.
Max Visits
The maximum number of visits the cient can have against this contract.
(Blank = Unlimited)
payment Due 0n? @  [Revenue Date v B
Auto-Renew ~| before expiration.
Leave blank to disable auto-renewal.
This contract renews as
a copy of itself -
at per term.

How does this work?

Autopay C Yes 1o

‘This contract will generate revenue on:
Sunday March 11 9012 =
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Paid By Patrick Strang (7047716
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ts | Groups Reports

Personal | Membership  Additional ~ Emergency  Biling  Groups  Packages  Schedule = ChedcIn  Assessment
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[ vpaote ] cancar ] copy Contoct | checrn]

=
Default Location: Charlotte $95.00 | Make Payment
Category: Member -

$0.00

0(50.00)
Organization: [kplatt@ywcacentralcarofinas.org|
First Name: * [kelly [7043630619
Last Name: * Platt
Sex: Female v
Address 1: [3427 willow Oak Road Fax:
Address 2: pateof Birth:  ™/*""""Y5/28/1963 | Age:is
City: [charlotte
State: Inc Referral Category:
p: 28209 Referral Source:

T-Shirt Size: -

M
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Current Balance for Kelly: $95.00
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nd select name:

[image: image33]
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Front Desk staff will enter all Guest Forms as Prospects in EZ Facility.

[image: image35]
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sex: Female - Cellular:
Address 1: * [265- Hillside Ave. Fax:
Address 2: Date of Birth: = ™/*""""¥Yp1/01/1900] Age:112]
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state: e Referral Category:
3% [not fisted Referral Source:
T-shirt Size: -
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Trainer: Account #: Ll
Generate

Salesperson: NONE— =

‘Comments: Medical Conditions:

A

Membership Details

Access Control:  Register New Account
Membership #  [100003 Generate

New Contract

Memb. Type: Prospect -

Choose File [ No file chosen

A




ry - prospects
· Organization *


(NOTE: if none, enter NOT LISTED) 
· First name *
· Last Name *
· Sex
· Address 1 *


(NOTE: do NOT let Google Chrome autofill!)
· Ignore Address 2 unless Apt. # is given
· City *



(NOTE: if none, enter NOT LISTED)
· State *



(NOTE: if none, enter NOT LISTED) 
· Zip *



(NOTE: if none, enter NOT LISTED)
· Status should be Active
· Middle name or initial if they have it
· Occupation * 


(NOTE: if none, enter NOT LISTED)
· Ignore discount
· Ignore Relationship for now 
· Salesperson (enter who is entering the Guest Form into EZ)
· Ignore Balance through Un-Invoiced Items
· Email address * 


(NOTE: if none, enter NOT LISTED) 
· Home phone *


(NOTE: if none, enter NOT LISTED)
· Work phone *

 
(NOTE: if none, enter NOT LISTED)
· Cell phone
· Ignore fax
· Date of birth with slashes * 
(NOTE: if none, enter 01/01/1900)
· Referral category (find and match with “how did you hear about us?)
· Scroll to the top and hit ADD.  If you forget to fill a mandatory field (marked with an asterisk) you’ll see what you forgot listed in red at the top.

[image: image36]
Prospects do not get a KEYCARD.  Click Generate for EZ to create membership #.  
UPDATE
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Step 1. Enter Contract Details

Use Plan prospect -

Sold By ~-NONE— -

Membership Type Prospect -

Membership Fee '$0.00] This amount will b billed each term.

Initiation Fee '$0.00] This amount will be billed only with the first term.

Bill every 0 months -

How many times? 0

Start Date o0tz

Revenue Date & [2re12012

End Date O ——
Choose an end date to quickly create a contract with a single billng term
for a specfic number of days.

Max Visits 2

The maximum number of visits the client can have against this contract.
(Blank = Unlimited)

payment Due 0n? @  [Revenue Date  v|

Auto-Renew ~| before expiration.
Leave blank to disable auto-renewal.

This contract renews as

a copy of itself -
at per term. =]
433PM
27872012
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Membership Fee '50.00] This amount wil be billed each term.

Initiation Fee '50.00] This amount will be billed only with the first term.

Bill every i ‘months_~

How many times? i

start Date 282012

Revenue Date @ 282012

Eadbag) [ari2012
Choose an end date to quickly create a contract with a single billing term
for a specific number of days.

Max Visits 7
The maximum number of visits the cient can have against this contract.
(Blank = Unfimited)

Payment Due On? @  [Revenue Date |

Auto-Renew ~] before expiration.
Leave blank to disable auto-renewal.
This contract renews as

a copy of itself -
at per term.
How does this work?
Autopay “ Yes o
‘This contract will generate revenue on:
Wednesday, February 08, 2012
Membership expires after Wednesday, March 07, 2012.

More of

Add to Cart] or Cancel

437PM
2/8/2012
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p window telling you that the update was successful.  IF you DON’T see this, update again or you’ll lose your work.
Click New Contract. 

[image: image37]

[image: image38]
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oice (since they aren’t being billed anything.) You will see a screen like this:

[image: image39]
Notice that it lists total number of visits and will tell you how many remaining visits the prospect has left.
Click Update, and click on the tab marked Personal on the far left.  This is going to take you back to the client screen.
* Remember to check in the Prospect if they are using the facility the same day that you are entering them into EZ!  

Using the 7 Visits
Prospects will check in at the Front Desk by telling staff their name.  Staff will then check them in manually.

[image: image40]
Notice that when you manually enter the prospects, you’ll see how many visits they still have.  This is a great time to tell them more about joining or to inform them that after the 7 free visits are used up, the guest must pay $10.00 a visit for use of the YWCA fitness center.  
Converting a Prospect to a Client
In order to make a Prospect a [image: image100.png]8 hitpsy/tms.zfacilty.com/checkinite.sp

4

Name: Ayanna Wakefield
Date of Bith: N/A

Membership Type: Prospect
Membership Number: 100003
Membership Start: 2/8/2012
Membership Expires: 3/7/2012
Check-In Time: 4:44 PM

Last Vist: 1/1/1900

Waiver: Not signed

Balance Due: $0.00

Max Visis:
Used Visis: 1
Status: Active

bl

MEMBERSHIP ACTIVE

Change
Stytes

& Find
2 Replace

g Select

5]

© 4
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Client, you will have to cancel their Prospect contract and create a new contract to reflect their membership status.  If you are unable to do this function because of limited permissions in EZ Facility, notify the fitness director.  Please make sure that when canceling a Prospect because they have joined that you designate the reason as UPGRADE.

Point of Sale (POS) transactions are divided into three groups: Apparel, Equipment and Membership revenue.
	Apparel
	Equipment
	Membership revenue

	Headband 
	Water bottle
	Membership upgrade

	T-shirt – I (heart) YWCA
	Replacement key card
	LiveWELL Swimmers

	Bella t-shirt
	Babysitting pass – single use
	

	Men’s t-shirt – Real Men (heart) YWCA
	Babysitting – punch card
	

	
	Guest pass – single use
	

	
	Gift certificate
	


Ring POS items[image: image101.png]P| Pandora Radio - Listen \B“\ 2
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 under member’s name by finding client and clicking Lookup.  It is possible to ring up items without entering a name, however.
 
[image: image41]
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Andrea Greene
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Bella t-
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hat you want to ring up, the screen should look like this:
 
[image: image42]
Notice that all Apparel items are now charged a 7.25% sales tax.

Process payment for transaction by entering amount given in yellow box marked TENDERED.  Process payment with either cash, check or credit card.
For credit card transactions, you will have to manually enter the credit card number as well as the CVN number (the three digit number on the back of the credit card).
Select Process Card.

[image: image43]
If you’ve entered the wrong item, click the small red X to the right of the item and it will go away.  Then select the correct item to ring up.
Print receipt and put in drawer with payment.
If the person registering is a non-member, you will have to enter them in the client screen and mark their Category as Swim Lessons BEFORE you sign them up [image: image103.png]) ® htps:/fyweacentralcarolin: x '\ M Wingate University Mail - F. x| (B Wingate University - Calenc x| (©) EZ Facilty TMS.
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for a group/swim lessons.
Go to Groups.

[image: image44]
For swim lesson registrations, you have to select and look for things in a certain order:
1. Find Level
2. Find Session #
3. Check dates 
4. Check day (T/TH or Sa)
5. Check time
6. Determine if person registering is a YWCA member or a non-member.
Each class has a maximum of 5 registrations, so you will be unable to register more than 5 per class.
Select LEVEL (Adult, Level 1, Level 2, Level 3, etc…) by clicking on “Level 1 swim lessons”.  For this example, I am selecting Level 1.
When you click on the level, scroll down and you will see all of the sessions organized in the following manner: Session # – date – day – time – Non-member/YWCA member. 

[image: image45]
Once you have selected the class, click Register.

[image: image46]
Find the clients name (parent’s name). 
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ent YWCA member, I made sure I selected the YWCA member rate, which automatically pops up in the Fee box.  Click Add to Cart.
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Click on Single Invoice if ringing up single swim lesson.
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e child but is paying for them both at once), select Leave items in cart and then go back to Groups to register additional children.

[image: image49]
Once you have gotten to this point, an invoice has been created.  If this invoice is incorrect, notify the Fitness Director so it can be reversed.  You can also print this invoice as a receipt by clicking on the icons on the top right: the first icon is a receipt, the second i[image: image109.png]J/ [ Google Apps Start Page M| YWCA Central Carolina: » | [EJ YWCA Central Carolinz.

Pandora Radio - Listen /@ EZFacilty TMS

€ C i @ https/tms.ezfacility.com, RS

VWCA Google Apps (D) YWCA Attendance (D) YWCA Main Page

Pandora Radio - List.. (@) sssetsesaciity.com... () EZ Faciitylogin Other bookmarks

A YWCA Central Carolinas
E:Z‘ FAC I L I TY 0 Welcome Andrea Greene | Loa off

SCHEDULIG - M ANAGENENT - WEWBERSHIPS. Thursday, February 09, 2012

Check-In  Time Clock P.0.S. Lockers Attendance Schedule Clients | Groups | Reports

Sllbgmnp Detsils || _Register m

Step 1. Select Client

New Contact

Search: [greene Find | Found 2 records.

Lostame  Orqanization WorkPhone  HomePhone  Address Age Waiver  Member

Greene Select

Greene liac % Select
Step 2. Create Sub Group Registration
“The sub group registration wias billed, and an item was placed in the cart. Would you like to invoice the client now?

Invoice Now Invoice Later
Single Invoice @ Leave items in cart @

3 1146 AM
GEPEO 0.



s for a PDF file and you can also email a receipt to someone (the third icon).
Click on ADD A PAYMENT.  

[image: image50]
Select Total Balance on invoice and choose payment method, then click Take Payment.  Once payment is processed, click Done.
Print receipt and put in drawer with payment.

[image: image51]
If ringing up multiple lessons, find the shopping cart icon in the top right of the screen – it will have a small red number on top of it indicating how many items are in the cart.  These are the items that will now need to be invoiced and payment applied.
Select all the items in the cart that need to be invoiced, and then select Create new invoice.  You will now be able to ADD A PAYMENT. 
Go to Groups.
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 maximum number of individuals that can enroll in each session (20).  Click Register tab to register members.
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Enter member’s name that you want to register for the class and click Find.  Remember that they must be entered into the system like you would a new member (but with Category as Y Dub Tri Club[image: image112.png]J 1 Google Apps Start Page » | IM YWCA Central Caroline: » ', [ YWCA Central Carolina: » | [P] Pandora Radio - Listen  * | () EZFaciity TMS
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 if they are not currently a YWCA member.
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In this example, Kelly Platt’s name is highlighted (since that is who we are registering).  The registration fee is predefined, so click Add to Cart.
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Click Single Invoice.
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Once you have gotten to this point, an invoice has been created.  If this invoice is incorrect, notify the Fitness Director so it can be reversed.  You can also print this invoic[image: image113.png]J [ Google Apps Start Page ' M YWCA Central Carolina: » ' [ YWCA Central Carolina: '\ [P] Pandora Radio - Listen + | (©) EZFacilty TMS
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e as a receipt by clicking on the icons on the top right: the first icon is a receipt, the second is for a PDF file and you can also email a receipt to someone (the third icon).
Click on Add a Payment.  

[image: image57]
Select Total Balance on invoice and choose payment method, then click Take Payment.  Once payment is processed, click Done.
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ceipt and put in drawer with payment.
Initial Y Dub registration form to indicate payment amount and date and put form in Y Dub folder.
Click on the Lockers link.

Click on the Locker Room name (Ladies or Men’s).


[image: image59]
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are available to be rented are the only numbers listed.  You can also see who has rented the lockers and for how long.

[image: image60]
Find locker # and click RENT.
Type in the first or last name of the client you wish to rent a locker to and click Find.

Once you find the client, click on the Select link.


[image: image61]
Choose the Contract Term from the drop down (either year or monthly rental) and set start and end dates. Click on Continue.
Enter locker rental fee ($120 per year for full locker; $60 per year for half locker; $10 per month for full locker; or $5 per month for half locker.) Select More options…

[image: image62]
Under Revenue Category, find and select either 7001 (Locker rental – monthly) or 7002 (Locker rental (PIF).
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Click on Single Invoice.
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Once you have gotten to this point, an invoice has been created.  If this invoice is incorrect, notify the Fitness Director so it can be reversed.  You can also print this invo[image: image117.png]7]l Google Apps Start Page ' [M] YWCA Central Carolina: < ' [ YWCA Central Carolina: » ' [P] Pandora Radio - Listen t » | (O) EZFacility TMS
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ice as a receipt by clicking on the icons on the top right: the first icon is a receipt, the second is for a PDF file and you can also email a receipt to someone (the third icon).
Click on ADD A PAYMENT.  
For PIF locker rentals, select Total Balance on invoice and choose payment method, then click Take Payment.  Once payment is processed, click Done.
Print receipt and put in drawer with payment.
For monthly locker rentals, the system will not allow automatic billing so you must create an invoice once a month.  A designated fitness team member will be responsible for setting reminders to create monthly invoices to bill the members who rent lockers by the month.
FD staff can now enter employee, WIT and FT memberships.
· Click on New Client and complete form as much as possible.

[image: image65]
· Enter Membership #.
· Select Employee, FT participant or WIT participant.
· If employee, enter the date they signed the paperwork as the Start date and 12/31/2099 as the expiration date.
· If FT or WIT p[image: image119.png]Y [ Google Apps Start | M| YWCA Central Car ' ) YWCA Central Car |\ [P] Pandora Radio - L % / ©) EzFaciliy TMs | BZZ How to Renta Loc  \{ NSMICHIZIIRH

€ - C |8 https//tms.ezfacility.com/locker_room.aspx?LockerRoomID=169 PN

[ YWCA Google Apps (D) YWCA Attendance () YWCA Main Page [P] Pandora Radio - List... (§) assets.ezfacility.com... () EZ Faciity login (3 Other bookmarks
Find Lockers B
Locker Number: Locker User: Available Lockers:
Sdlectsze - [Fndtoders |
Clear Expired

Expiration

ax 3 False  Haf
X 9 Fase Beth Voat 3/15/2012 $500 500 $0.00 view aear
Q% 16 Fake  Ful
Q% 18 Fake  Ful
Q% 24 Fake  Half

et
e
et
QX 30 Feke Haf RENT
et
e
et

QX 36 Fee har
QX 46 rese af
@X 55 ek i

QX 56 reke Al Lisa Macdonald 3/13/2013 515000 $150.00  $0.00 view aear

QX 63 Feke e RENT

QX 71 reke e RENT

QX 73 ke Al RENT

QX 74 ke Fil Janis Cook 4/15/2012 7000 $7000 .00 view aear B

QX 81 Feke e RENT

QX 99 reke e RENT

QX 108 reke Al Maggie Miller 2/15/2099 51000 51000 $0.00 view aear

Q@ X 109  Fase Ful RENT -
vl @ 5|0 [© 2] 8 D




articipant, they will have start and end date listed (2 year window).
· Click ADD and you are done.
· For employees, mail their new keycard along with a copy of the most current group exercise schedule and the employee welcome letter, which can be found at S:\Fitness Center\Fitness Center\Billing\Employee welcome letter.
Check-in





PIF member renewals





PERSONAL INFORMATION








Locker rental





Employee, WIT and FT memberships





Use Plan: what and how they are paying.  Once you select the membership, these fields will automatically populate: Membership Type, Membership Fee, Bill every, How many times and Auto-Renew.


Sold By: select your name. 


Start Date should be the day the new member joins.


Revenue Date will be the day of the month that they get billed on each month.


End Date is the end of each month’s contract.





Swim lesson registrations





Prospects





Y Dub Tri Club registrations





Entering a new member





MEMBERSHIP DETAILS








PERSONAL INFORMATION








Use Plan: Select prospect.  No membership fee will populate the fields, but look at Max Visits – it is set at 7. 





Start Date will be the date of the first used visit.  We’re going to give them a month period to use the 7 visits; if the contract expires and they come back after a month we can change it then.





Autopay should bet at No.





Add to Cart.





Notice the amount due in red.  Click on Make Payment.





Enter Amount.


Select payment method:


Credit card


Check


Cash


Online Direct Debit 


Select Take Payment.


Print Statement.


Select Done.








To Pay an Invoice immediately





Make sure that Autopay is set to YES for all clients/members that are billed MONTHLY.





Click Add to Cart.








Point of Sale (POS) Transactions





Select Total Balance on invoice.


Select payment method:


Credit card


Check


Cash


Online Direct Debit 


Select Take Payment.


Select Done.











Closing procedures





MEMBERSHIP DETAILS
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Step 1. Select Contact

[ruth castieberry Find | Found 1 records. New Contact
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Continue
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