Training 02 - Events, Classes, Activities
and Programs

In this training, we will review:

* Creating & scheduling events and congregate meals

* Managing changes, cancelations & closures

* Events: archiving vs deleting

* Registering and checking in

* Viewing and printing rosters and calendars

* Finding available space for events

* Creating and managing group day and multi-day trips
* MyActiveCenter

Creating and Scheduling an Event

1 In this training we'll be working mostly within the events tab. We'll do a little bit
under the people tab and we'll take a look at the touchscreen. But most of what
we're going to do is right here under the events tab.
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2 The 1st thing to know is that we refer to everything as an event. You might call it
an event or you might call it a class or a program or an activity. We refer to
everything as an event. The 1st thing you'll learn is how to create an event and to
create an event we need to create what's called an "Event Template".

Click "Add Template"
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3 Give your event a name. You can name it anything you like.
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4  Click "Select Rooms"
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5 Here you an click on the room you wish to select. You can also edit this room list
by clicking "Manage Rooms List" at the top of the page.

Capacity: 100
Communily Services
Capaeity: 100
Computer Lab
] Capacityr 100
Conf. Room
Copacity: 100
Fitness

Cagmeityn 100
Room 02
L y: 100
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Now you'll choose a category. The category is what organizes your statistics. Later
on when you run your events statistics, the top tier of your data will be the list of

categories. . You'll see how many people went to something under each category,
how many times they all went, and how many hours and minutes they all spent
doing that. Dig into the category and you'll see the event within that category and
you'll get those same numbers again but now per event. Dig into the event and
you'll see the individuals along with their individual attendance, hours and
minutes and all of that data within whatever date range you set.

WL rooan

structor
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Account --

Health Screemings/ Clinics
Example: Blood Pressure, Eye Sight, general checkups
Healthf Fitness
Example: Meditation, Workout routines, Group Stretching
Mutrition
Example: Lunches, Dinners
Off Site Excursions
Example: Restaurants, The Beach, Parks
Raffles
Exampla: Spead Boat Raffle, etr.
Recreation/Entertainment
Example: Bingo, Chess, and other related games
5 al Events
Example: Danfes, Parlies, Plays, Speakers
Spec)il Groups
Examiple: WWII Veterans-E lat, Common Interest Groups
Voluntes portunities
Example: Create an activy for volunteers to sign in to



7 Now you'll choose an icon. You do have to choose from our icons. You cannot
upload your own icons at this time. The icon will appear on the touchscreen
check-in station.
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Suggested Icons
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8 Next you can type in whatever you would like for a description. The description
will display on MyActiveCenter.com. For more info on MyActiveCenter please
complete the supplemental training.

Multipurpose Room X

Select Virtual Room

Select Instructor Type the Descriptic
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9  Click the Instructor field.

Select Virtual Room

Type the Desc

Type the description
| Example: Join other seniors in

Select Instructor

10 Here you can choose an instructor from the list we learned to create in the first
training. Click the link below to see that part again.
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11 To set the time we'll be clicking directly on the clock. If this activity starts at nine
AM, click on the nine...

Begin Time
Select Rooms DU:UO AM
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12 Click on the twelve...

Begin Time
09:00 AM

se Room X

tual Room
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13 Then click AM.
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14 Ifit ends at ten AM, click the ten...

End Time
Select Rooms OOUO AM
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15 Then click the twelve...

End Time
10:00 AM

52 Room x

rtual Room

structor
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16  Then click AM.
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17

Here you can enter a cost. This field represents a per attendance price. If the
Payment System is being used then each time anybody registers for this event, a
charge will be created within their payments area. To get more information on
payments please complete the supplemental training on payments.

The sponsor field is a textbox. You can type whatever you like in the sponsor field.

The account dropped down is for the payment system. Here you can build a list of
payments received accounts. You can choose from any of those accounts to
allocate money to that you're charging for this particular event. In doing so you're
creating a customized payments received report that you can run for any date
range and get all of your total payments received organized by account.

I._ Create Master Event
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18

The notes field is for internal use and should be used for any helpful notes at all
for your staff. Usually notes about setting up for the event. For example, maybe
tables and chairs need to be set up in a certain way. If you use this field you'll be
able to print out all of your notes for the entire week. You can go to the calendars
area to print them and see the names of the events, the rooms they take place in,
the time they start and finish along with whatever notes you have entered.

What we have so far is all of the default information that's going to be used when
we schedule any event. We have not indicated any of the days that this happens
on yet as that's going to be in our next step but every time we schedule a day this
is all of the information that will be used.

Click "Create Master Event"
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Our default template is saved and now MSC wants to know if we want to schedule
19 i , ) .
the event. If you click set cancel you're not going to lose anything as your template

is already saved you just wouldn't be scheduling it right now but let's click OK and
schedule the event.

Traiioh . MAC - Admin -5 [ DEM
raining Progress |.. [l = trainingcenter.myseniorcenter.net says =
- " sl Do you want to schedule the event? Iil
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20

There are 2 ways to schedule any event. "Day-to-Day" schedule mode and "Auto
Fill in Range" mode. In Day-to-Day schedule mode you're just clicking on the
calendar. Anywhere you click, it schedules it for that day. You can move forward
and backward within the months and years by clicking the arrows. Day-to-Day
mode is for things that are not on a regular occurring basis and just happen here
and there. They might happen once a month or they may happen every 2nd
Tuesday or every 3rd Wednesday. Events like this have to be scheduled in
Day-to-Day mode.

13



21 Auto Fill in Range as for things that are normally on a regular occurring basis.
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Knitting Class

You are currently in add mode.
Chicking & dary wall add the event.

lan Feb  Mar  Apr  May i Mg Sep Ot MNow  Dec

Here you can choose whatever date range you like along with any combination of
days of the week and schedule multiple weeks at the same time. Choose a date
range and days of the week and click add range.
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23 Once the screen refreshes we've finished. We've created an event and we've
scheduled it out.

Click on the events tab.
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Now that we've created the event and scheduled it we may need to make changes.
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There could be cancelations, closure's, holidays and so on.
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25

26

Click the Schedule Icon.

Event Templates

Bills Art Class

Eﬁ\@ﬂ i

SCHECULE EDIT DELETE ARCHIVE HDE EVERT

% Knitting Class

| |
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The schedule icon brings us right back to the scheduling area so that we can
schedule more occurrences. Once we create a template we never have to create it
again. We just keep coming back to that template scheduling out more
occurrences.

T e I Ry AV
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Knitting Class (specal G

EVENT SCHEDU

Wednesday, June 7, 2023
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27 Click the events tab
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28 Click the edit icon

Knitting Class
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29 Here we'll get some different choices. Click Edit Template.
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30 Here you can change any of the default information within your template.
Remember you're only updating the template and not any of the days that you've
scheduled yet. Click update.

Export Event Settings

[ Healthways

|_ Silver & Fit

L senior Dine

) combined Excel Range
L) renew active

MyfctiveCenter Settings

3 Display in MyActiveCenter
MyactiveCenter i
) Allow payment from MyActiveCenter

Registration Start Date and Time
I l

g Q Search (L) E G 1%: LE'; iég _: {*1} Eﬁ& E
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31 Now that you've updated your template you can decide if you want to update any
of the days that you've scheduled, scheduled more days, or just go back to the

events tab.
I'
a L@@ YR CePDEBDS "B e B@n -

32 Click go back to events

Schedule this Event

19



33  Click the Edit icon again

34 Click edit single event

20



35 Now we can see all of the individual days that we've scheduled so we can edit an
individual date. Click on the date you want to edit.

Knitting Class 06/03 Sat 09a-10a 0/100 Free Rm: Multipurpose Room

Kmitting Class 06/05 Mon 09%a-10a 0/100 Free Rm: Multipurpose Room

Knitting Class 06/07 Wed 0%a-10a 0/100 Free Rm: Multipurpose Room d
Knitting Class 06/13 Tue 0%a-10a /100 Free Rm: Multipurpose Room

Knitting 0619 Men 09a 0100 Free Rm: Multipurpose Room

Class 10a

Knitting Class 06/21 Wed 0%a-10a 0/100 Free —
Knitting Class 08/28 Thu 09a-10a 0100 Free ”

Display Events Scheduled after June

36 Here you can edit anything you would like about this particular date and you're

only affecting that one date. click update.
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37 Your changes have been saved. Close this window.
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38 Clicking edit all events would edit every single day that you've scheduled, past
present and future. If you made a spelling mistake for example, that would be
fine. You would want to edit all past, present and future event but if this event was
just changing times in the future for example, we would not want to edit the past
so we would Click edit event range.
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39 Here you can enter in any date range you like and you can even choose the days
of the week. For example, maybe we're only making changes to thursdays. I can
put in my date range and I can choose thursday.....

Knitting Class
5

SCHEDULE
When you click edit you will be updating ALL instance of Knitting Class
that take place on the day(s) you specify between the daies you specify

. Monday
" Tuesday

| Check All | Uncheck All

+ Event Name LA ReEES

Select Rooms
Room 02 X

+ Room
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40

41

Enter in my new time....

L LI

And click "Update Range".

Type the name of
Example: Ball Ro

Nex

— "
28 ¢
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42 Now ifIclick the title of the template I can see the full schedule...
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43 Click next month.....

gle Chrome -
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lete Event History

June 2023

08/03 Sat 09a-10a 0M100 Free Rm: Multipurpose Room

08/05 Mon 09a-10a 0M100 Free Rm: Multipurpose Room
06/07 Wed 098a-10a 0100 Free Rm: Multipurpose Room
0613 Tue 08a-10a 0100 Free Rm: Multipurpose Room

o s § L)

EDIT DELETE ARCHIVE

0619 Mon 09a-10a 01100 Free Rm: Multipurpose Room m

08/21 Wed 09a-10a 0M00 Free Rm: Multipurpose Room
0629 Thu 10a-11a OM100 Free Rm; Multipurpose Room
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44 And now I can see as of next month I have updated just Thursdays to the new
time.

—istory

July

2023

MNext Month >

1 08a-10a

1 10a-11a

or100
000

Free

Free

Rm: Multipurpose Room

Rm: Reom 02

1 (8a-10a
I 10a-11a

0100
000

Free

Free

Rm: Multipurpose Room

Rrm: Room 02

1 9a-10a

1 10a-11a

0100
0Moo

Free

Free

Fm: Multipurpose Room

Rm: Room 02

1 08a-10a
i 10a-11a

0100
000

Free

Free

Rm: Multipurpose Room
Rm: Room 02

1 9a-10a

0100

Free

Rm: Multipurpose Room

45 C(Click "Close"

Event/List/556170=0

¥

July 2023

Next Month >

-10a 0/100
-1a 0100

Free

Free

Rm:
Rm

Multipurpose Room

Room 02

-10a 0/100
-11a (V100

Free

Fres

Rm:
Rm:

Multipurpose Room

Room 02

-A0a /100
-11a 100

Free

Free

Rm
Rm

Multipurpose Room

Room 02

-10a 0/100

Free

Rm;

Multipurpose Room
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Deleting Events

Next click the delete button. It is not going to immediately delete your template so
46 , . NS
don't be afraid of clicking it.
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47 Clicking View Scheduled will show you the full schedule.
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48 In this example I scheduled every Thursday so I know I picked up Thanksgiving.
My center is closed on Thanksgiving so I'm going to delete that 1 day. I click on the

Knitting Class 11/06 Mon 08a-10a 01100 Free Rm: Multipurpose Room
Knitting Class 11/09 Thu 10a-11a 0/100 Free Rm: Room 02

Knitting Class 1113 Moen 09a-10a 0100 Free Rm: Mullipurpose Room
Krithng Class 1118 Thu 10a-11a 0/100 Free Rm: Room 02

Knitting Class 11/20 Mon (9a-10a 0M100 Free Rm: Multipurpose Room
Knitting Class 11/23 Thu 10a-11a 0M100 Free Rm: Room 02

Knitting Class 11/2T7 Mon 093-10a 01100 Free
Knitting Class 11/30 Thu 10a-11a 0/100 Fre

Display Events Scheduled after November 2023

-y 1Lr|1.IFI L.:rpcse Room
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49 C(Click Delete

-

‘GO ERCH

50 Andthen confirm.

Knitting Class
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YOU WILL ALSO BE DELETING CHEOKIN f REGISTRATION | PAYMENT RECORDS for this EVENT.
[wiach is FINE just malong sure you want bo do that) @)
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© 20

29



51 Click Delete again.
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52 Click delete range.
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Delete range is essentially un-scheduling. If you're discontinuing an event you
53 B

want to un-schedule it so it no longer shows up on the touch screen, the

calendar's , or my active center, Simply choose your date range and the days of

the week and then click delete range. It looks exactly like when we were
scheduling but the button says delete range instead of add range.

lame

BE CAREFUL!
DOUBLE CHECK BEFORE CLICKING DELETE RANGE

Check All || Uncheck All |

() Moy
START () Secday
6/19/2023 | [ Wednesday Thi il dlte l tarce
END L Thursciy Mﬂ:ln;ilﬂulfﬂm
112/3112023 '&: Fridey e
[ = Delete Range |
54 Click Delete again.
Event Templates
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o jee § 3
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55 Delete all deletes everything about the event even if you've been tracking it for 10
years. All of that data is deleted, so you're not usually doing this with real events
that people have attended but maybe you want to delete a template that you
never used for some reason or a practice template. That would be fine.
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56 Click "Close"
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Archiving an Event

57

If you're discontinuing an event and no longer need the template, you can archive
it just like with archiving people. If you click archive the template will be hidden
away.

Event Templates & Today

( \Bills Art Class L

LG/ )8 jss € 00 ¥ |ove
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58 If you need to see archived events you can check the box at the bottom of the list
of templates.
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Zumba
H&‘* O |ase §
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Archwved Events

U

The Archived Templates will show back up again highlighted in yellow. The archive
icon now says restore so we can click it to restore the event if we want to.

Event Templates ¢ Today's

Bills Art Class
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60 The Hide Event icon simply hides it from the touch screen. It does not hide it from
calendars or MyActiveCenter.

Event Templates &  Today's Events

Bills Art Class (Checked In Signed

5 | o jee € &

BCHEDAAE BT DELETE ARCHIVE HIDE EVENT

Knitting Class
% o |se €

ECAT CELETE ARCHIVE

Knitting Class - s:00
o o @D

Zumba - s0020

© o @D

Lunch - 1z:00em

© €D

%))\

ECIT DELETE ARCHIVE HMIDE EUENT

se € L)

MHMM

Pre-Register People for Events

61 Click the "People" tab

= +

Ermyseniorcenter.net/msc/events

SeckBDeploy wot Wix i tosks R Training Progress .. [l MAC - Admin [ MaC [l CheisCross  [] My Training Site  J Getting §
(&%) The MSC North ® ) ‘H A
Center Personnel Events Meals Rides EqL

e I ADD TEMPLATE E I “ TR
DERIGN EUENT TEMSLATES - nﬁmmm
[Searth Event Templates I m

Event Templates =
Bills Art Class
O |ee € ) [ x
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62 Click a person.

& Google G Autoupdate of Seek&Deploy v Wix J tasks R Training Progress|.. [l MAC-Admin [ MaC [l ChrisCross
A The MSC North Lt (v
- ' Center Pecple Personnel tvent
‘ﬂ @ @ @ &+ Add Person
Pedvanced - Show All - Scan Card
EE:} [ [ Search | = Person List
gﬂﬁi & Import People
Earn, KC
K amaos Olds, Michele @ Manage Dropdown Lists
22557
P Baten, HC
. ¥ Manual Person Merge
;_i‘:‘ Armand, Gearge
r Uk, NC &= Email List
— Armstrong, Ri
3;:5?-100% chey £ Mailing Labels
i Barn, HC
[ Arrington, Mildred A At Risk - Emergency Info
&
63 Click that person's Register icon.
S Center People Personnel Events Meals Rides Equipmen
= @ @ Sadie L Adams Age: 99
g - ® @ 1826 Clark Ave, ’ ow pe
Advanced - Show All - Scan Card Mew Bem, NC 28540 [
.288-547
[ | ) ‘ 252-288-5479 Contacts
e o Adams, Sadie N Eme
1 USE o fi Jack
BEe e @ o o O @B
PEREDTEL LRI SO cUsTOm FLE NFO

= = — I
. Amios Olds, Michele

r Armond, George TIPS ' Sl

pr—
L EUERTS TRAMSSOMT_
e
Armstrong, Ricky ks i
252-437-1005

Marve Barr, NC PAYTENTS UVOLUNTEER  EtarmEnT

MEALS
ldred 1
Arrington, Mildr — (1 )
2522697708 in"Al - @
AOTES

Arthur, Sally
28281 54500
Linkrceom, HC

Faruiby !

Frichg, Jure

s
-
HTl !|' . Shaw Hore (100




64 Clicking Add All would register this person for every day we have scheduled. Let's
Click Add By Day.

B O @

65 Any day highlighted in yellow is a day that's scheduled.

~os| 2L

H 2 El
- & 2 ]

it
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66

A

BiOEIf

Clicking a day registers the person for that day and it turns red. If you add a
person to today's date or any day in the past you are doing two things at the same
time. Adding them to the roster and checking them in. The system is assuming
that if you are adding someone to a past date you must know they where there so
it's checking them in. Same with the present date. If we a person to any date in the
future we're saving them a spot. They still need to come in on that day and check
in or be checked for them to be counted as present.

-

y Wl

(6un) HEGISTER

Jan Feb Mar Bpe May Jun Jul Aug Sep Dt Mev  Dec

4 (3une) 2 1 (2023) 2|
S iHon Tise Wied Thu e £
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67 You can click back to their register icon.....

N [P “m—- - = e - w
Center People Personnel Events Meals Rides Equipr

Sadie L Adams
1826 Clark Ave,

68 Choose another event....

39



69 and register them for that event.

70  You can go back and register them for as many events as you need to.

W Center People Personnel Events Meals Rides

Sadie L Adams
1626 Clark Ave,
New Bern, NC 28540
252-268-5479

- e B o G

Equipmei

40



Before finishing up with a person, it's always a good idea to double check your

71 work to make sure you didn't miss anything or add them to anything by mistake.
Lets click the second icon, View Events.
= Sadie L Adams Age: 99 [ cemmr Prox
@ @ % ® & 1826 Clark Ave, !
Aedvanced - Show All - Scan Card New Bemn, MC 28540
| = ‘ 252.288-5479
=
.o
L o)
1 e Barn, NC g’:‘ I‘I:[I-'ll':;.tﬂ.l;% u? :rli;:xnln ';-“-'-' &\
_. Amos Olds, Michele eI i bl
252-255-7744 —
armond, George . ... 48 I
Armstrong, Ric i
Sl o "--._5 R
My Baen, MNC mEnLs =
P D
Arrington, Mildred O
mzsgs;m T\u\ —
Urkngwm, HC
nNoOTES ——
Arthur, Sally J‘i i:l"‘
Z52-515-4500
Unknown, MC
T
72 By default this will list the most recent events that person has been registered for
on the left. Here you can make sure you got it all.
Lol .'.- L - Ty

&

[ 3

S T——T

e Moo
e e
Bmcoedu § tokoof 234

47



Event Rosters

73 Click the "Events" tab.

Hors
sks QR Training Progress |.. [ MAC - Admin [ MAC ﬁ ChrisCross m Wy Training Site  J& Getting Started B Getting Started - 5..
A & A

fhe MSC North o (]

—enter People Personnal Rides Equipment Reminders

@ % @ Sally F Arthur Age: 8O
303 N First A
Advanced - Show All - Sean Card Unknwlfnge K]]ltﬁ.[
|[ Search | 2525154500
Adams, Sadie ,
133-388-5473 [ 60 mRcH

amos Qlds, Michele

322557794 —H/ —— : o Esb M b M Mo

s Earn, HE l =Gk % ﬁ 1 une ) 2]

Armaond, Gearge PESIETER TRANGADAT, TRIAG - - = |
$

i
£
&
8

3

;

g
B
§ &

|

| ®l®a:]

|
:
D
i
(%
.

74 The quickest way to get a roster for today is right under today's events. Click an
icon under today's events.

E—— haRaAT) sioned up

Jae € D A s

7

ting Class pron Ly

i Zumba - s:00:m
Jee € ) Bﬁ ©- @

LE EDIT DELETE ARCHIWE HDE EVENT

ch Lunthﬂm
Jﬁt $ D ._.S:jl.

LE EDIT DELETE ARCHAE  wDE mumnT

a

1]
188 €&
B2 s archived Evecns
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75 There's your roster for today. Click close.

er - Google Chrome — (]
seniorcenter.net/Events/Roster/5417

fLLunCh MAC - Admin [l MAC E-] ChrigCross m My Training Site j
@ 88 ® © [ g,::: © B N A
PPNT LT  EDIT CELETE BETIVGE BOOATURER LT o oo Personnel Meals Ride:
Monday, June 19, 2023 = - =
12:00 PM - 01:00 PM me ﬂmmm N
MULTIPLE
, GUESTS REGISTER
it L Larch Event Templates I Shew All |
, .. Sadie Adams -
& v ﬁmﬁmn C x Event TEITIIJ'EtES
Michele Amos Olds
v
. msm.n C x Art Class
Ricky Armstrong
g : -
o X gﬁ e € ) [
v . _s_a_"}'mur v SR

76  To see a roster other than today, click the title of the template.

|Sear|:h Event Templates ]

Event Templates

$ 3L

)

BOHEDULE EDIT DELETE ARCHIWE D EUERT

@Lﬁﬁt € 3

— BDWDLE DT DELETE ARCHIVE  HIDE EVEnT

% Zumba
. [T e

&

)]l

m s
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77

| Dispay - | actons - | o

Find the day you want to see in the past and click it.

Personne Event
Display Complete Event Histary e E_ 'ﬂﬂﬂ" .
B FINCUSLHED:
< Prev Month June 2023 Mext Month >
Knitting Glass 06/03 Sat 08a-10a 0/100 Free Rm: Multipurpose Room fates l Fon AN
Knitting Class 06/05 Mon 08a3-10a 0100 Fr . Multipurpose Room
g S e o g e emplates
Kniting Class 06/07 Wed 09a-10a 5/100 : Multpurpose Room P
Knitting Class 06/13 Tue 09a-10a 3/100 Fr : Multipurpose Room
b
Knitting Class 06/19 Mon 08a-10a 0/100 Free Rm: Mullipurpose Room
Kmithing Class 06/21 Wed 08a-10a 5100 Free Rm: Mulbpurpose Room ‘\
MRCHIVE  wDE EUEnT
Knitting Class 06/29 Thu 10a-11a 4/100 Free Rm: Multipurpose Room ;
Display Events Scheduled after June 2023 :
HIDE EUERT

78

HWVE

There's your roster for that day. When you're looking at a roster in the past, if you
see a person on the list who does not have a checkmark in their checkbox that
means they were pre-registered for the event but they did not check in. So, the
person either did not show up or they forgot to check in.

R e . e W g

PENT LST ECAT DELETE Brozdoast - BETTINGE SEAATURES LIET

meots  Wednesday, June 7, 2023 b
09:00 AM - 10:00 AM

MULTIPLE
BEGISTER
ELEH HERE TiE

Sadie Adams

2E3-388-C470
05/15/2023 05:06:01 PM

George Armond
O5/ 152023 05:=06-20 PM
Ricky Armstrong
2L3-497-1006

05/ 152023 D5:06:50 PM

Mildred Arrington

252-2657709
O6/19/2023 OF:06:56 PM

Sally Arthur

2152-515-4500
05/15/2023 05:07:02 PM

@wmm

® K K XX

44



79

Close the window.

80

Click the title of the template again.

45



81 Click a day in the future

Knitting Class 06/03 Sat 09a3-10a 0/100 Free Rm: Multipurpose Room E EE Im

Knitting Class 06/05 Mon 08a-10a 0/100 Free Rm: Mulipurpose Room ]

Knitting Class 06/07 Wed 09%a-10a 5100 Free Rm: Mullipurpose Room EI"I'ID'EI'ES
Knitting Class 06/13 Tue 0%a-10a 3/100 Free Rm: Multipurpose Room

Knitting Class 06/18 Mon 09a-10a 01100 Free Rm: Multipurpose Room

Knitting Class 06/21 Wed -ma 5100 Free Rm: Multipurpose Room g‘ s

Display Events Scheduledgg

82 For our future event we can see that there are no check marks in the checkboxes
because it's in the future and people have not checked in yet. This is what happens
when a person checks in at the touch screen, gets scanned by the app or mobile
scanner or signs into a MSC generated virtual event. The box gets checked.

AySanicrCenter - Google Chrome = ] X
Feenter.myseniorcenter.net/Events/Roster/3565 =)
Knlttlng CIESS | MAC m ChesCross by Train
xf@“ﬂu@'ﬂﬂe [
FPST;LANT:: - T DL emew umT  Personnel vents eals
wess  Thursday, June 29, 2023 b= R |
10:00 AM - 11:00 AM FIG/SCHEDULE FUALAELE R

m MULTIPLE
0 _ﬁn GUESTS TART

_ Ricky Armstrong
"0 mwe X
Mildred Arrington
o0 @ e X
= J . ﬂwur x INE  FaDE EUERT



83 Whether you're looking at a past present? Or future roster all of the same
functions are available? You can of course print out your roster but if you click on
settings...

84 You can choose exactly what you'd like to have show up on your roster.
Click Go Back

asp?ID=5565&MainID=556180=1

47



85 You can edit and delete from the roster as well.

86 You have the Broadcast icon here as well.

To learn more about broadcasts please complete the supplemental broadcast
training.

48



87 If you have a contract (waiver) linked to this event, you can click signatures to see
who has signed it.

Cnitting Class

@ 8% ® ©w B0 D

Broadcast - i
PRINT LIST EDIT DELETE SETTINGS S LisT EMAL LIST

Thursday, June 29, 2023 >
10:00 AM-11:00 AM
MULTIPLE
suesTs REGISTER
George Armond
] . ne,rzafzurgus:ne:qam x
Ricky Armstron
/ E’-f_‘?.‘i*?_g‘?“_ﬁ_ o . X

88 The list button allows you to create a list of these people that you can then use
later in other areas of MSC like broadcasts for example.

g Class
se ® © B

Broadcast =
EDIT DELETE SETTINGS SIGNATURES EMAIL LIST

‘sday, June 29, 2023 -
:00 AM-11:00 AM
MULTIPLE
REGISTER

CLICH HERE TD

George Armond x

06/19/2023 05:06:41 PM

Ricky Armstrong x

252-497-1006



89

The email list icon will give you a list of email addresses you can copy and paste
into a third party program.

Broadcast ¥ orrnms SENATUREES  LIST

lune 29, 2023 vl
|-11:00 AM

MULTIPLE
REGISTER

CLICH HERE TO

je Armond

§ 05:06:41 PM x
Armstrong

- X

20

The guests icon allows you to enter an anonymous head count for events that you
may have people coming to that are not in your database.

Knitting Class
© 98 ® &

prnT usT  EOT pELeTE  D108dCast T geerings sen

reeosus  Thursday, June 29, 2023
10:00 AM -11:00 AM

MULTIPLE

o & REGIST
George Armond

=0 . ue,rw,-r:nrz?us-_ne:qam )
Ricky Armstrong

2 ] 352-497-1006 )

06/19/2023 05:06:49 PM

s 0 . Mildred Arrington )

252-2697709
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This is only a number. There are no names or any other info.

91

Close the window.

orcanter.netlegacy/manage_svents_guestdetails.aspliD=5.. — O
rseniorcenter.net/legacy/manage_events_guestdetails.asp?ID=5565..

Type a Number

Knitting Class
2 98

PRINT LIST EDIT DELETE B

reosus  Thursday, Jun

10:00 AM - 1

0 SFGUESTS
s , George A
06/15/2023 05:06
Ricky Arr
- mlgvm )

51



The multi register button will come in handy anytime. You need to use a paper
22 _ . . o ;

sign in sheet. For example. Maybe you have an off site activity where there's no

technology available to electronically check. People in or maybe the powers gone

out or you've lost Internet so you've used the paper sign in sheet. Click multiple

register.

Knitting Class

7

PRINT LIST

EOT omLETE Droadcast v

g Thursday, June 29, 2023
10:00 AM - 11:00 AM

0 c{, GUESTS
o @
#2 _J

#3 |

©

George Armond
06/19/20273 05:06:41 PM
Ricky Armstrong

252-437-1006
06/13/2023 05:06:49 PM

Mildred Arrington

§e W w

2 O

SETTINGS SIBNATURES LIST

)
At

f—.
FEET

s

X
X

\ "4

93 That shoots you over to the people tab and put you into multi register mode. Now.
You'll use your paper sign in sheet and the search Box and search for each person
on your sheet. Every time you click a person they'll be added to the roster for that

day.

& 3
Advanced - Show All - Scan Card
( ]| search |

Adams, Sadie
252-288-5479
New Bern, NC

Amos Olds, Michele
252-259-7744
MNew Bern, NC

Armond, George
Unknown, NC

Armstrong, Ricky

252-497-1006
Mew Berm, NC

a4+ Add Person

& Person List

& Import People

® Manage Dropdown Lists
7 Manual Person Merge
= Email List

£4 Mailing Labels

A At Risk - Emergency Info
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94

95

)

Click here:

Click here:

IR
Advanced - Show All - Scan Card
| | search |
Adam;saﬁe il

Amos Olds, Michele
252-259-7744
New Bem, NC

Armond, George
Unknown, NC

Armstrong, Ricky
252-497-1006
Mew Barn, MC

Arrington, Mildred
252-2697709

I bnbrrerasn RIF

L ] Bttt T ]

(¥
L E

Adams, Sadie
252-288-5479
Mew Bem, NC

< Olds, Michale
New Bern, NC

Armond, George
Unknown, NC

Armstrong, Ricky
252-497-1006
New Bern, NC

w
L

Arrington, Mildred
252-2697709
Unknowan, NC

Arthur, Sally
252-515-4500
Unkriown, NC

“
a

PERSONNEL

id R

Di»
Olzif 1

s |

CLIEH TO
RACTUATE

Bz

LAMGU MGE

o
<3
!

ACD PHOTO ASSIEN CARD
CUCKToD  cles To nz
ACTILUATE ACTWATE

LAMGU AGE
v

T

=pO-=00 i

=} -

1
&

|3
1 116}

i|»

-
g

-, §
=

—
—_—
—_—
e

"

New Bern, NC 28540
252.288-5479

CLIEH TO

:
3

i

=3
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96 Click here:

L]
LaRAYa,
Rl as
P eTl]

)

97 Click here;

Jo

252-288-5479
Mew Berm, NC

Amos Olds, Michele
252-259-7744
New Bern, NC %

Armond, George
| S | Unknown, NC

Armstrong, Ricky
252-497-1006
New Bem, NC

Arrington, Mildred

252-2657709
Uinkrowin, NC

Arthur, Sally
252-515-4500
Uinknown, NC

a1 » [r#]of 38

Arrington, Mildred
252-2697709
Linknowin, NC

Arthur, Sally
253-515-4500
Unkniown, NC

g 1 » [v#|of 38

Show Master List
Show Address

4 Ak
by ()

ADD PHOTO RASSIGN CARD REMINDERS

& il .

5I:a.

.

i

Liifé?
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98

929

D)

Click here:

Click "Next"

55



100 Click here:

)

101 Click here:

b

‘ _.- TSN P PV

Banks, Mary
252-288-4316

New Bern, NC
Barkley- Springer,
954-205-6271

New Bem, NC

Barrett, Linda
252-375-0130
Uinknown, NC

Bartenbach, Betty

Iljanell
252-633-2695
e Bem, NC

Al2 [v|v#of38
B

Show Master List
Showy Address

1

1 o= - o

olol
E.Egi
3

Barkley- Springer,
judith

954-205-6271

MNew Barm, NC

Barrett, Linda
252-375-0130
Unknowr, NC

~

=,

Bartenbach, Betty
252-633-2695
— i Be, NC
al2 v Ir#lof 38

i

&) M

(R ala i Lag™ o PP

=a0=00
-

2 O
& =1 .

LAMGUASE
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102 Click here:

(D)

103 Click here:

------

L (| el |
Ausfeld, Evelyn
Unkreown, NC

Baker, William
252-259-5119
Mew Berm, NC

Banks, Mary
252-288-4316
New Bemn, NC

Baﬂurm 3
m&

Barrett, Linda
252-375-0130
Unknown, NC

Bartenbach, Betty

® 95 &

Advanced - Show All - Scan Card

| |[ Search |
Ausfeld, Evelyn
Unkreown, NC
Baker, William
252-259-5119
New Bermn, NC
Banks, Mary R

Barkley- Springer,
judith
954-205-6.071

MNew Bern, NC

Barrett, Linda
252-375-0130

CLEHTD  clLicH TO x CLICH TO
RETIUATE RACTIUATE L .
A Q) sl
m mm“ TRANSPORT...
PAYMENTS UOLUNTEER EQUPMENRT
[ ]
A Z2m @
& il .
252-288-4316

CLICH TO CLEH TO ﬂI CLIEH TO
ACTIUATE ACTWATE
LAMGUAGE
swae.

7 ;
B

-

E
5.»0
E

o=

«=Oc=a0

of
3
g

N

-

:
o
3
:
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104 When you're done click stop and you can throw away that paper sign in sheet.

|

B8 My Training Site R Getting Started  JB Getting Started - 5..  [[] DEMOSITE R mytutorislcenter [ Work Email 1 Barracuda Netv

l.l1 A & ‘ LL £ Bill Hendel

Meals Rides Equipment Reminders Statistics

Age: 70

itting Class
X Js

Thursday, June 29, 2023

105 Click "Events"

fmscfevents

..i tasks ‘ Training Progress |... m MALC - Admin m MAC ChrisCross m My Training Site J Getting Started ..l Gettng Start

2 O 1t A &

Peaple Personnel Meals Rides Equipment
@ &+ Add Person
- Scan Card
—J[(search | Person List 224
by & Import People
m & Manage Dropdown Lists
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106 Click the title of the event template

Event Templates

( « | Bills Art Class

;lwti‘D

EDIT DELETE ARCHIVE HIDE EUENT

)

EDIT DELETE A4RCHIVE HIDE EVENT

Lunch

Slss 42

l'
PN

L™

107 Click the same day.....

Knitting Class 06/05 Mon 09a-10a 0/100 Free Rm: Multipurpose Room
Knitting Class 06/07 Wed 09a-10a 5/100 Free Rm: Multipurpose Room
Knitting Class 06/13 Tue 09a-10a 3/100 Free Rm: Multipurpose Room

Knitting Class 06/19 Mon 09a-10a 0/100 Free Rm: Multipurpose Room
Knitting Class 06/21 Wed 09a-10a 5/100 Free Rm: Multipurpose Room

Display Events Scheduled after June 2023



108 Now we can see all of those people on that roster.

109 Click "Close"

60



Sorting Events

110 You can sort events alphabetically, by time or by how many people have signed

up.
i - R X Bill Henderson ~
‘quipment Reminders Statistics

Signed Up QUELLLGREES QUEYY QL]

The Sign Ins icon

61



111 The Sign Ins icon will give you a list of people that have signed in at the touch
screen. The list defaults to the current day but you can change the date range to

anything you like.

R e e
% Jil ;
T' ﬂ U ‘ |— £} Bill Hend
Meals Rides Equipment Reminders statistics
>
EDULE TRIPS RESERVATION CENTER
LIRS BRI N SO LINK PEOPLE FROM ALL SITES TO EVENT

¢ Today's Events >  |i%|Attendees
(CheckedIn' signed up (CZIEFTEY €29 5D
M Zumba - 5:00 am
y la o~ T

Clicking today's calendar will give you a list of events that are scheduled for the
current date.

112

?1 A & A [t Qs

Events Meals Rides Equipment Reminders Statistics

.
WM SCHEDULE TRIPS RESERVATION CENTER
SCHEDULE AURILAELE RODMS MANAGE YOUR TRIPS F3ac PEOPLE FROMALL SITES TO EVENT

CALENDARS  [CAL

¢  Today's Events >  |%|Attendees

(Checkedin) signed vp (EIIITED) €2 (T

l % Zumba - s:00 am
ab. . 0 m i
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113 The Calendars Icon will allow you to generate calendars for any single date, any
week or any month. All calendars can be printed or downloaded as a PDF.

La " - IR s A LY o e A CTLLIY L T g e B L TS

O ®E 1 A & A |

Personnel Events Meals Rides Equipment Reminders Statistics
T_% |Bmusamn.s ™ TRIPS RESERVATION (
- FIND/SCHEDULE AUAILRELE ROOMS MANASE YOUR TRIPS LINK PEOPLE FROMALL $

~ SORT TOO

= m s I

mll‘ﬂ; SIGNINS EEES. i

‘emplates ¢ Today's Events o |

: (CheckedIn signed Uup ([LLLIIL
& 1) Wl |Aumba_sow

Room Schedule will help you find space available to schedule events.
14
Click Room Schedule.

wents

tasks 4R Training Progress .. [ MAC - Admin [l MaC [ CheisCross [} My Training Site  JB Getting Started B Getting Started - §

> @ B 1 A &

Peaple Personnel Events Meals Rides Equipment Re
l ADD TEMPLATE | RoouM LE
DESIGN EVENT TEMPLATES - ROOMS
| Search Event Templates I
Event Templates & Today's |
e Checked In
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115 Here you can choose as many rooms as you like.

Lont. Koom
Fitness Room
Gym

Kitchen

Lobby

Multi se Room
Nursery School
Park and Rec

Pavilion

116 Then you can choose a week of and click Check Availability.

ek Of Room Opt

16/20/2023 =R

Community

Check Availability Computer L4

View Current Month's Events Conf. Room

Manage Rooms List

Refresh Rooms List

Fitness Roo

Gym

Kitchen

64



117 Here you will se where you have space available.

[ — 1 t @& 0@
[ TRV T | S —— [ T [ S | i - & -3 o baate et ] 10
l_r;;:'lrh{ MNorth -'r;% a T’ ;Y Eﬁ ‘ Lett £¥ Bill Hendersan =

Time Sunday Maonday Tuesday Wednesday Thursday Friday Saturday

B0 A

B30 AM

T00 AM @

T30 AM

E00 AM

B30 AM

swomM | Booked Booked Booked Booked

30 AM

1000 0

10230 ARA

114000 ARA

118 You can also click View Current Month's Events to get a list of events by room
name.

Of Room Optiot
20/2023 O Café

Community Ser

Check Availability Computer Lab

View Current Month's Event Conf. Room

Fitness Room

Manage Rooms List

Gym
Refresh Rooms List Kitchen
Lobby

(L1 - i = [}
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119 Click "Close"

S
wied J Getting Started - 5. [ DEMOSITE  J mytutorialcenter [ Werk Email 1 Barracuda Networks [l HR Passpont »
& A Lenl
ol i
C = e £X Bill Henderson ~
Equipment Reminders Statistics

Date Time

2023-06-01 9:00 AM-10:00 AM

120 Click "Events"

sCfevents

B tasks B Training Progress |. MAC - Admin (B MAC ChrisCross [ My Training Site  J Getting Started  Jl Getting Startec

- O M A &

People Personnel Ev Meals Rides Equipment

Room Options

Cafe

Community Services

23 o
Check Availability Computer Lab

Trips
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121 Click here:

min @0 MAC [ ChesCross [l My Training Site  JB Getting Started B Getting Started - 5. [] DEMOSITE B mytutonalcenter BB

» & 1 A & A |u

nnel Events Meals Rides Equipment Reminders Statistics

122 To create a new Trip click "New Trip".

‘ainingcenter.myseniorcenter.net/msc/events
poste of SeeskBiDepioy wo Wix i tosks R Training Progress|.. [ MAC-Admin [0 MaC [ ChesCros: [ My Training Site  J

%) The MSC North L (V] {1 &

Center People Personnel Events Meals Rid

Upcoming Trips

No trips found that matcl
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123 Give your Trip a name. You can name it whatever you like.

Trip Name
Bills Casino Trip)|

Icon

@

Category

Choose a category...

Description

124 Choose an icon for your trip.

weo

Trip End
06/20/2023
Max Signups
100 :
i'_E tegory |
A o
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125 Choose a category for your trip.

Category

Choose a category... a

[Manage this list]

Day Trip - Casino

Day Trip - Cruise

Day Trip - Fair/Festival

Day Trip - Flight

Day Trip - Holiday Event

Day Trip - Party/Special Meal

126 You can enter a description if you like.

'“WHVI J

Day Trip - Casino
Description

|
Trip Start Trip End
06/20/2023 . 06/20/2023
Min Signups Max Signups

100

Total cost to center
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127 Trips have two dates because you can have as along a trip as you like. To indicate
a day trip simply put the same date in both fields.

Trip Start Trip End

06/29/2023 06/29/2023

Min Sign Max Signups
‘ = 100

Total cost to center

Trip Agency

Choose an agency... -

128 Fill in the max signups and optionally the min signups as well.

Lo TR LS
[ TSR AP ERT R e | R [ToTeS ey FORSSN NRTR POR AR SRR [T TUTT N pene—m Y SR

fa) .mu;cmnh o (] l!i g & A Ll £ Bill Hende

Ecqugpmaent Remindens Slatistas

Center Feople
LIy HIg = AT — -

Description

i)

Trip Start Trip End
062023 OBIZ9/2023

C hE [ w

Total cost to center

@ 4 0 A




129

Total cost to center is not what you're charging people but the total expenses to
the center. This is optional and does not display to participants.

Then you have three optional lists you can build. You can build a list agencies like
travel agencies or bus companies.

You can build a list of sponsors.

And we have the payments received account list again to allocate payments to.

10 100

Total cost to center

Trip Agency

Trip Sponsor

Trip Account
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130 With trips you can create up to 30 different prices for one trip if you have different
options available. In this example we'll create 2.

# of Payment Plans

131 Wwe'll name our first plan "Residents" and our second plan "Non-Residents".

PSRRI - — = T - i - —_— EF Bill Henaerson =
-enter Feople Fersonnel Events Pbials. Righes. Ecqupnent Reminders Stalistics
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We'll give residents the option to make a deposit and then a final payment. If they
132 , o
want to pay it all up front that's fine as well.

1d
12023

ignups
100

Amount #1
25.00

Amount #2

# of Payments | 2.

100.00 3

Due Date #1
06/20/2023

Due Date #2
06/20/2023

Non-Residents

Non-Residents

133 Non-residents will have one lump sum payment and it will be a little bit more than
residents.

ignups
100

Non-Residents

Amount #1

Non-Residents

# of Payments

135.00 3

Due Date #1
06/20/2023
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134 Click Save.

# of Payments 1
Trip Agency

Choose an agency... . ool bind St

135.00 06/2
Trip Sponsor
Choose a sponsor... v

Trip Account

Choose an account. -

Q, Search (L) a G fxe

Q&R E@Q w23
Register People for a Trip

135 Now we'll go register some people. Click the people tab.

SeniorCenter k1 +

# trainingcenter.myseniorcenter.net/msc/events

Autoupdate  of SeekBDeploy wot Wix  J tasks  JB Traiming Progress | [ MAC - Admin [ mac [ ChrsCross My Training !

The MSC North Q l"

Center P Personnel Events Meals

© New Trip

Upcoming Trips

Bills Casino Trip ©
WTrip Date: 06/29/2023

P
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136 Click a person.

= B Center

People Events

o SIEIR)

Advanced - Show All - Scan Cand
( )| Search |

(g

Adams, Sadie
252-288-5479
New Bern, NC

Amos Olds, Michele
252-259-7744
New Berm, NC

Armond, George

Unknown, NC

Armstrong, Ricky

252-497-1006

Moasr Born BT

137 Click their Trips icon.

1826 Clark Ave,
New Bern, NC 28540
252-288-54T79

A

HHE- FF

\
a

PERSONNEL

L RN

REGISTER WEW EVENTS TRANSPORT..

CLICH TO
ACTWATE

CLICH TO E -'5 @\
MARRY -y

cusTom FILE INFO

¥
§ O H &

PAYMENTS VOLUNTEER EQUIPMENT MEALS

R B D

ADD PHOTO ASSIGEN CARD REMINDERS

ﬂz

LANGLU MGE

&+ Add Person

&= Person List

& Import People

& Manage Dropdown Lists
£ Manual Person Merge
i Email List

4 Mailing Labels

(Information bedow pertains to : Sadie Adams

Contacts

Emergency -
Jack Johnson
Primary (Home): 456-741-7391

& NOTES

1. 6/16/2023 - General Information -

Has bad bal
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138 To the right, click Add Trip.

Lething started  JB Getting btarted - 5. [ UEMUSIE 48 mytutonalcenter BB Work brmail o Barracuda Networks i) HH Massport

L & Q L & Bill Henderson ~

s Equipment Reminders Statistics

Here you'll se any upcoming scheduled trips and you can see how many seats
139 : . =l ,
remain open. Click on a trip icon to select that trip.

=\ M A O =
nel Events Meals Rides Equipment Reminders Statistics
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140 Choose a payment plan. If your trip only has one plan it will be selected
automatically.

'1 ﬂ & ; ILII # Bill Henderson

-als Rides Equipment Reminders Statistics

141 That's it. The person has been registered. To settle the payments, click their
Payments icon.

a . msc Nerth n A & L L= ¥ Bill Hende

Events Meals Rigars. Ecquipmaent Remindens Slalistacs

@ $ O A A

77



142 Here we can see the charge under unpaid payments. Click the pay button at the

bottom.
FEA N :
J June 20 ~ 1 135.00 (=
E THE= Tuesday Items Amount =8

Ik

| @ =2 Bills Casino Trip $135.00
MEALS
noTeEs

L B

Delete Edit Invoice Pay $135.00

143 Here you can choose the payment method, enter notes (like a check number) then
click the big green button at the bottom.

0 - TS W WEY
e LanGUAGE [ — T
g2 Check

Mates

123

I




144 The payment has been settled. To print a receipt, click the Paid tab.

arted J Getting Started - 5..

& A

Equipment

@ oemosite

Reminders

B mytutorialcenter B Work Email 1 Barracuda Networks [} HR Passport

L.l

Statistics

There are no unpaid payments.

145 Click a date to expand.

b v L] L
P
| n‘z ELICH TO
[ 4 MARRY
LANGUAGE cusTOmM
—_—

\ J?
I'.ﬁ

——
|:‘.’2 E 5
i g

Bioi=g

L L_'\.illll,_,llll\_lll.

2023~
Tue’
June 16 ~
Friday

a 2 %« @ » 0@

¢ Bill Henderson ~

Unpaid

1

Receipts

1

Receipts

$135

Amot

$25.1

Amot
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146 Check the box for the receipt you want to print.

|
2023~
June 20 - 1 $13¢
Tuesday Receipts Amo
@* Receipt#8105 ~
June16 ~ 1 $25.
Friday Receipts Amo
147 Click "Receipt" at the bottom.

June 16 ~ 1 $25.00 =
Friday Receipts Amount =3

Mark As
: Refund

Unpaid

2ryO0%RE@BarAO-eBE@T




148 The receipt will come up in a pop-up window. You can send it off to the printer or
save it as a PDF if you want to attach it to an email. Close the window.

|

i tgoent. ¢ Reoeipts 0D O F & @ Oeenondeskop o0 Sign
- Printed on DEAM2023 Page 1ol 1
sak " u
shonline - Wl The MSC Training Center
sl = b
£
g -
o) Thiz M5 Marth Cormor Sade Adames
110 Coanier 58 1826 Clark Ave,
Bersion, WA 15387 New Bam, NC. 28540
BEET 300745
Receipt #8105
Date Descripticn Paymant  Noles Amourt
Muthad
OEROR023 Tripe Bills Casirma Trip on Chadk 123 12500
D920
Teanl Pald  $135.00
1]
149 Add another person to the trip the same way you just did.
@ Goegle Oy Autoupdaste of SeeklDeploy woc Wi B tazks B Training Progress |.. [ MAC - Admin [ MAC [ ChrsCross
. e @e
A &%) The MSC North Con® Bl
= I
N Center People Personnel Events

Amos Olds, Michele
252-259-7744

81



150 Go back to the Trips section and click on the Trip icon to see the roster.

A [E TheMscNorth 5 & " A & A

b Center Peaple Persomnie Events Peals HRides Equipameenit Rerminders

Upcoming Trips Past Trips

Bills Casino Trip ©
Trip Date: 06/29/2023

B A A

Z @ @
e Edit Delete Copy 100/ 100 spe
Due Date Amoiart Paymeni Status
# 062052023 5135 Send & reminder
# 062052023 $25 Send a reminder
ﬁ #2 062002023 100 Send o reminder

The Trip Roster



2. Amos oOlds, Michele

Bills Casino Trip &

=)

= =
Frintar Pr
Friendty

252-198-54T0

Dww Date

*9 Adams, Sadie

Ll

ard

Fad Paid Date

Trip Date: DE/29/2023

B 6

Lobals E¥port  groppeem -  EGit Rogister ouick
it

g o

Watoer?

Paprmart

/4

10]

Hotw

eDe

(=]

LETE Wiating List  Cancel Trip

Hon-Residents

M DEROZOII

2523%55.TT44

$135 AHRIEY

Check

O

‘Walrar?

0

12

4O

Sort by =
Signup Date/Time

[ [e—"

remaining

190 ®

Remone

Signed up on SE0EIE

10 ®

Heodes Waining List  Canal Trip Rl

Sianed up on GHNAE

pick and choose what you'd like to have on your printed roster.

151
on settings icon first.
] M-r ¥ Auax B
S Eall -
lﬂ =< Back
=
o
e
1
@
2
152
Birthdate

Emergency Contact Info
Notes

Cell Phone

Disabilities

Email Address

SAMS Race

SAMS Ethnicity

SAMS Poverty

Is Veteran

Is a Donor

O Column 1
O Column 1
O Column 1
O Column 1
O Column 1
lumn 1
olumn 1

© Column 1
O Column 1
O Column 1

O Column 1

@® Column 2
® Column 2
® Column 2
© Column 2
O Column 2
O Column 2
© Column 2
O Column 2
© Column 2
O Column 2

O Column 2

The printer friendly icon is a very basic print out of the screen and not usually used
for the roster but the 2nd print button is actually a fully customizable roster. Click

Bill Hende

Here you'll see all of the fields from file info and from custom fields and you can

© Do Not P
O Do Not Pi
O Do Not Pi
® Do Not Pi
® Do Not Pi
® Do Not Pi
® Do Not Pi
® Do Not P
® Do Not P
® Do Not Pi
® Do Not Pi
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153 At the bottom you can resort things by dragging and dropping fields to where
you'd like them to be. Click save to save your design.

Column 1 Column 2
Senior's Name Age
Phone Birthdate
Cell Phone Emergency Contact Info
Email Address Notes
Address
Cancel

B  Q search DN : | @ EE I

154 Click "Close"

e e e
LR e e e - -

I Veberan o 1 Column 7 Do Mk Prikt
Is .2 Donor Cobamn 1 Column 2 ® Do Mot Print
Last Denation Date b 1 Colusin I ® D Ml Prind
Daar Misks: o 1 Column 2 Do ek Print
Annual &ppeal Cohame 1 Column 2 W Do ot Print
Rermisdar Tygs b 1 Clrsn 3 ® [ Mol Priet
Type of Do Ciodimn 1 Codumn T ) Do Mok Priet
Donation Payments in MSC Cobamn 1 Column 2 ® Do Mot Print
Tracked in Campaign Group Caskarres 1 Colusn 7 ® [ bt Prist
Currently Pledged Donation Tl 1 Column 2 D Wi Print
Mext Pledged Payment Remnder Cobamn 1 Coumn? Do ot Print

Drag and deop: T foids balow i change Tl order

Colamn 1 Colamn 2
Senior's Mame Age
Plhoiss Birtredate
Cell Phasss Esergency Contsct Info
Esail Address Mol

Address

Your changes kave baan saved.

- L BE s SE s CoDEBDenEe e B@ - Om e



155 Click " Print"

<< Back

Bills Casino Trip @
Trip Date: 06/29/2023

CASINO Llé"'g_] @ = B ‘:' E
Printer Settings Labels Export Broadcastw  E
Friendly

1. -i' Adams, Sadie U L) MY

Waiver? Notes Waiting
252-288-5479

156 The roster comes up exactly the way that you designed it. You do not have to keep
redesigning the roster for every trip. The only time you have to go back in to the
designer is if you want to make a change.

. ,_\:

B vainngeent Pali TripRicrster i QO B & @  Openondeskop Sign i

seniorcenter L
Printed on: SRR200023

Bills Casino Trip
Trip Date: 062912023

1. Sadia 0 Adamrs Aga: B9
202-288-5479 LG G2d
[ell) Emenpency Contact

1826 Clark Ave,, , New Bam, NG 28540 Ancrea Malo () 252-5T1-7673, Jack Johnson
H: 456-741-7391

Moias:
2. Michele Amos Oiids fge: 69
252-268-7744 12001954

1315 Hunter Road, . New Ben, NC 20560 Emargency Contact
Wilke DHds 2626434482
Motes:
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157 You can print mailing labels from a roster, export, the roster to excel, send out
broadcasts and edit the trip as well. The register button does the same exact thing
as the multi register button in events. It's just a quick easy way to add a bunch of
people to the roster. You can indicate if you have received their waiver, enter
notes and move people to and from the cancelation and waiting lists. You can also
remove a person if they were added to the trip by mistake. Click back

Sortby ~
Signup Date/Time

Bills Casino Trip &
Trip Date: 06/29/2023

'5' ‘E] @ E @ !:]' Elﬁ EI%Q 98 spot(s)

Printer Print Settings Labels Export groadcast « Edit Register Quick

_ remaining
Friendly List
- & r
1.%¢ Adams, Sadie O L 4O +O ®
252.288-5479 Waiver? Notes Walting List Cancel Trip Remove

Signed up on 6/2002023
Due Date Amount Paid  Paid Date Payment Notes

#1 062002023 $135 062002023 Check 123

158 On the main trips page you can edit delete and copy trips. You can also see past
trips and search for specific trips. Click the events tab.

arcenter.nel’ mac/events

g wet Wix B tasks  Jb Traming Progress B MAC - Admin [l MAC [ Cheslross [ My Trsining Site B Geffing Started B Getting Started - &
3 1 I
- North l’-‘ e T‘ ﬂ & F|

People Personnel Meals Rides Equipment Ren

© New Trip Se:

Upcoming Trips Past Trips

Casino Trip ®
Trip Date: 09/26/2022

< | idaien

Edit Delete Copy

1
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MyActiveCenter

What is MyActiveCenter?

159 My active center is a public facing website where your members can view, register
and even pay for your activities online from home or anywhere they can get
internet. It's part of our software, so there are no extra fees. MyActiveCenter is
included with MySeniorCenter. We do not currently support trips, meals or rides at
this time, however we do allow group registration.

How does MyActiveCenter Work?

You can decide which events you want to display on MyActiveCenter. Your
160 members can create an account usin i

g their phone number and keytag. Members
will need to be in your database and have a phone number and keytag assigned
to them in order to use MyActiveCenter for registration although anyone can
simply view your calendar. Members can see if the classes are full or required
payment. If there's space available they can sign up online and even pay for the
classes using their credit card. To be able to accept credit cards online you'll need
to get set up with a card connect account.

Dan Seiler

CardConnect Sales Consultant
Office: 312.728.5828

Email: daniel.seiler@Fiserv.com

MyActiveCenter Configuration
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161 There are three different options for payment configurations in MyActiveCenter.
These settings do need to be set by us so if you want any of these settings
changed please contact support@myseniorcenter.com. "Payments Disabled"
means registration is only allowed for free activities. For anything with a fee they
would have to come into the center or call and you would have to manually
register them through MSC. "Deferred Payments" means registration is allowed
for free and paid events. If anything has a fee the charges will show up in that
person's payments section and you would have to manually settle the payments
through MSC. "Payments Enabled" means registration is allowed for free and paid
events however they will need to pay for paid events online with credit card.

MyActiveCenter Settings

162 To get to the settings for your MAC site, Click your name in the upper right corner
of the screen. In the drop down, choose settings then click MyActiveCenter

Settings.
r:ac North 1 (v "H A & A |l_-l
Settings
(] Touch Screen Settings | Mobile Scanner =
[. MyActiveCenter Settings] # Manage Users .
Preferences Iy Patch Notes
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163 From here you can make changes to the various settings for MAC.

O General Settings

LA L
FEPTIPPHRrry e P
- '
wotd A2 Pode Tt Grel gl B ari Bt
 aia gt
© Resticions
NP — S gt

164 You can also change the center details that display on the About page in MAC like
hours of operation and perhaps your mission statement.

B Center Detals

Paase v1eihe Doote Srm g pamt 0h 1 ne R Eore o ches mame b M baeh, piadruyt bod phuimn mom e 2y Py Apdess 4

& Phcto Galery

Faare vt TR0 SA00T) FADETY THTIEE TN DRGHET 1T BICE N 55 10T CHNIT | G B0 WAt orCeee

e o

W Activity Categories

T ]

Show/Hide Events on MyActiveCenter
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165 Click the "Events" tab then click Edit for any template.

8 o (8] A & & o

ECPETAAE KT DOLETE ABCERE b DT @'-?I

[ ... 7|Bowling Singles et v

e, SAMS-Event-Bingo(3) - oo

Peop'e Pery Quipment Remande St 10 e,
k = okt FAESERVATION CENTER
ﬂﬂm —Q‘! 'a o ol PGPS FRCA ALS 5703 TO EVENT
; . SONT ToRAT'S KVDNTS
| ) st Q IC & [ © O
Event Templates Today's Events  |35|Attendees T
Bingo (Checked In) Swred Up (I3 (T
e Default Tuterial Center Event - 1500 m
@ o
.—m.—l mn:ml ...;m ——— 2
‘|Bowling Doubles Sk
R - Lumch - 12005
SieiD ()

166 Click "Edit Template"

=y Diugv

saemcH  [wemtiCx €336

Edit Template

AT EINT TR DT TETEATE

C:D Edit Single Event
DT A SOELE DENT & DATA

Y % % | Edit All Events
*ig.:: 'é xmuwv Thes DAY

1| |1 | Edit Evant Renge

1=t FrO BFIDFC FATWCEDE DF THE CUENT

ﬁ D RO TE T o DR O
-




167 At the bottom of the screen you will find a simple checkbox to Show/Hide this
event on MAC. You can also decide if you want to allow payments from MAC. Click
Update after making any changes.

it MafE Rty L8 B F B T
sopcled ot B0 ghag 1a g eoet

DA SHRD e

LA - S R

L g ST W M AT R

168 On the next screen you can just go back to events.

eduled everns 1o refie Template's changes?
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169 Your MAC site will display your events. A person can click an event....

Capyrght § POV MArkonsaTioser SoBagee A gty moaeeed

170 and that will take them to the calendar for that event.

Tutorial Center s

Aitvibey - Bewpo

O 1200 poni = 300 pony 3 Pz

8B Leaering & Socad

T A, Lt S OF RO LTI Bl

My 2003 L VI T S
Maa e md T L]
3
L T 4 o -
(en-Ym |
3 14 15 10 w7
o o
20 21 o F 24
A -
a2 F Fo ] 3 L1
..
o - o

CotyM @ Y ST Cotey SoRearr A Aghes FETd

Show/Hide Groups on MyActiveCenter

imyactive center L n
— & o [ B AR 240
Tuterial Center m—
LTS Tutoriad Center
o Bl i peig ST Ay
=y
&y L
L TR
SFcmy | By a0 Uiy 350 o Al (RageREa Tamdom L& GSHTE
Lol
OO0 g - B e () R
[ FEER R T 1 s P
Dobtrgenan: bons Mg — WL
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171 Go to the People tab and click groups in the center pane.

—-— - S LR —— T - e -
lmlm Evesds L] Lt Igve=pt  Bows~dps  HSato b =1

172 Select a group, click the Actions dropdown and click Edit Group.

Mol LHE AT

Pachup M EADD ALl Ly
g B REARONE ALL ot il it
EARMOVE BRLD frgmmal i




Changing "Display in MyActiveCenter" to yes will show the group on MAC.
173 S e
Changing it to no will hide it.

e S OO O
Grewp Nama: Mietinnp
Mo
Sposaer: St Conite
Adcowat Sonir Comer (Eenee Cenen
Mimiaship =
Srow: =
B2k Swipe: o e
Ousplay I m ]
Activaleaker,
Grevp i Figw:
Lifetine: m
2 -

174 This is what they will see on MAC in the groups section.

Tutorial Center e SR

Grosps Tutirisl Ganvies

& 40 dmiws pony (17 0y ¢

A LNETPETT T
}O‘ Map  saemne |- 1]
| > s ™ '
™ E
Lol s ) .

’ " e
L U e () "-..__’ 8
tcr
-
-9 -
e i - . +
-] kg =
G gfe b O Jm -
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175 Upon selecting a group, people can register for the group and will be inserted into

the group within MSC.

Group Registration

Checkout

Name

Mémbership

Total

Price

$0.00

£0.09

Participants Register to Use MyActiveCenter

176

Remember, anyone can go to MyActiveCenter to learn about your events,
activities, classes and programs but only people that are in your database that

have had a keytag assigned to them can register for them.

B B 9

Adewated - GPone B 4 Gt Cwdl

=8
gux
= leelar i

e U e L

]
el 10 180 L

e ]

I .#.l:l:’ll'.h:r!

Araprsd Candy

-

Exemipie N12 o0 MIB1 721 or X9B6T

Card 10 1p foend under barcode.
Eaclude the X 2 froet of dhe mamber

1y biave & hasd-ssarmer (opesel] you ces wwps the cerd you sie
Flr e g
o o ally BeARE AL
Clicke here 1o block peovon’s sopch screen socesy

[ TS———
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177 When they register as a new user they will enter their keytag and phone number.
This is a one time process. Even if they lose their keytag and get a new one, they
do not have to do this again. This is just to create their initial login using an email
address and password. That how they will log in from that point on.

Senor Center  Tomomal Cemir | Chasge

[icc.' Tay Number | x12345 ['J]
The i £ your MySenieCenter Kiry Tag (inthud
W WP

El:-?'c Fhone Number

E-mpl AsZeess SPHOt By SOrice onier (om

PRSENGHS | weiee o
Cortiemm PAsSwGid  =ormee o]

178 Now they can select and events and register.



179 You can see that they have registered in MSC immediately.

Lg Fﬁ % S (o Boe &)

Botaoa WA QR

= AT

B+ LT - Wi, W 1. S
b B P e 144, S

@ The best way to really get to know MAC is to simply sign up as if you are a
participant. Assign yourself a card in MSC (Add yourself first if you are not already
in there of course) and just go to MyActiveCenter.com. Click centers at the top and
search for your center. Click on your center and it will take you to the activities
page. You can click New User at the top of the page to start signing up.

Centers REIRVEEE SignIn ~

US and Canada.
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The Touchscreen Checkin Station

180

| don't have my card

This is the welcome screen. From here you can scan your key tag to login.

181 1

°
| don't have my card

Guest

ting Today A

Just visi

If you’ve forgotten your card or
otherwise don’t have one, you can log in
by clicking the Sign In | Forgot My Card

button on the welcome page.
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182

Qlw|e[rR[T|Y|u]1]O

Benjamin

A[S|D|F|G|H|J |K

[z[x][c]v[e[N]mle].

|Delete)

P| |-

L 1
.COM
Next +

Simply answer the questions prompted
by the touchscreen so that you can be
recognized, and then proceed with

choosing your activities.

Volunteer

1

Meals

—

@ Bo-taoshi
3:00 PM - 4:00 PM
Chicken Wing $1

E Break Dancing
4:00 PM - 5:00 PM
Theater Free

% » Cane Toad Racing
1:00 PM - 2:00 PM
A Wing Free

% Cardboard Tube Due
4:00 PM - 5:00 PM
Office 1 Free

[ Extreme Ironing
ﬁ 2:00 PM - 3:00 PM

B Wing Free

Finger Jousting
2:00 PM - 3:30 PM
B Wing Check with Staff

A

!
y Lunch
74 @ 8:00 AM - 5:00 PM
/ Chicken Wing $1.5

Next Pagen

Event Key g

’
Event Name
@ Start and End Times
Room Location Price

" Finish /|

This is the activities page. Use your
finger to touch each activity you

would like to attend.

99



184

You are already checked in

dii. Extreme Ironing

# Remove Me

[ OK

Touching the activity again will let you know that you've already checked in,
and it will give you the option to remove yourself (by touching Remove Me)

should you want to.

L W FITVIVUUDS Jw

1:00 PM - 4:30 PM
Couch Room

FreeJ
Wine Tastin%

Donations Gplion;]

8:00 AM - 11:00
A Wing

Sl ! Socializin e
7:00 AM - 7:00 PM S
@ @ centelmdf (% e |
Volunteer
Meals
—_—

-

" Finish

g

An example of the next page. Select any activities you wish to attend and

#than fanch Einich +a Lam and

100



186 Step

Thanks Ben
X

Have a great day!



