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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.

www.mytutorialcenter.com
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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"

3 Give your event a name. You can name it anything you like.
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4 Click "Select Rooms"

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.
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6 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.
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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.

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.
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9 Click the Instructor field.

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.

scribehow.com/shared/MSC_Training_01__People_an...

https://scribehow.com/shared/MSC_Training_01__People_and_Their_Data__JZxpL391Qb2BfU7nDXo1gQ#de78e0cf
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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...

12 Click on the twelve...
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13 Then click AM.

14 If it ends at ten AM, click the ten...
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15 Then click the twelve...

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.
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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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19 Our default template is saved and now MSC wants to know if we want to schedule
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.
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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.
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21 Auto Fill in Range as for things that are normally on a regular occurring basis.

22 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.

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

26 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.
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27 Click the events tab

Editing an Event

28 Click the edit icon
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29 Here we'll get some different choices. Click Edit Template.

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.
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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.

32 Click go back to events
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33 Click the Edit icon again

34 Click edit single event
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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.

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.

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.....



24

40 Enter in my new time....

41 And click "Update Range".
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42 Now if I click the title of the template I can see the full schedule...

43 Click next month.....
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44 And now I can see as of next month I have updated just Thursdays to the new
time.

45 Click "Close"
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Deleting Events

46 Next click the delete button. It is not going to immediately delete your template so
don't be afraid of clicking it.
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47 Clicking View Scheduled will show you the full schedule.

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
day.....
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49 Click Delete

50 And then confirm.
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51 Click Delete again.

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

54 Click Delete again.
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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.

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.
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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.

59 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.
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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.

Pre-Register People for Events

61 Click the "People" tab
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62 Click a person.

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

65 Any day highlighted in yellow is a day that's scheduled.
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66 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.
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67 You can click back to their register icon.....

68 Choose another event....
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69 and register them for that event.

70 You can go back and register them for as many events as you need to.
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71 Before finishing up with a person, it's always a good idea to double check your
work to make sure you didn't miss anything or add them to anything by mistake.
Lets click the second icon, View Events.

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.



42

Event Rosters

73 Click the "Events" tab.

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

76 To see a roster other than today, click the title of the template.
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77 Find the day you want to see in the past and click it.

78 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.
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79 Close the window.

80 Click the title of the template again.



46

81 Click a day in the future

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

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

90 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.
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91 This is only a number. There are no names or any other info.

Close the window.
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92 The multi register button will come in handy anytime. You need to use a paper
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.

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.
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94 Click here:

95 Click here:
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96 Click here:

97 Click here:
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98 Click here:

99 Click "Next"
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100 Click here:

101 Click here:
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102 Click here:

103 Click here:
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104 When you're done click stop and you can throw away that paper sign in sheet.

105 Click "Events"
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106 Click the title of the event template

107 Click the same day.....
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108 Now we can see all of those people on that roster.

109 Click "Close"
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Sorting Events

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

The Sign Ins icon
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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.

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

114 Room Schedule will help you find space available to schedule events.
Click Room Schedule.
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115 Here you can choose as many rooms as you like.

116 Then you can choose a week of and click Check Availability.
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117 Here you will se where you have space available.

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

120 Click "Events"

Trips
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121 Click here:

122 To create a new Trip click "New Trip".
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123 Give your Trip a name. You can name it whatever you like.

124 Choose an icon for your trip.
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125 Choose a category for your trip.

126 You can enter a description if you like.
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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.

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

131 We'll name our first plan "Residents" and our second plan "Non-Residents".
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132 We'll give residents the option to make a deposit and then a final payment. If they
want to pay it all up front that's fine as well.

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

Register People for a Trip

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

137 Click their Trips icon.



76

138 To the right, click Add Trip.

139 Here you'll se any upcoming scheduled trips and you can see how many seats
remain open. Click on a trip icon to select that trip.
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140 Choose a payment plan. If your trip only has one plan it will be selected
automatically.

141 That's it. The person has been registered. To settle the payments, click their
Payments icon.
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142 Here we can see the charge under unpaid payments. Click the pay button at the
bottom.

143 Here you can choose the payment method, enter notes (like a check number) then
click the big green button at the bottom.
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144 The payment has been settled. To print a receipt, click the Paid tab.

145 Click a date to expand.
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146 Check the box for the receipt you want to print.

147 Click "Receipt" at the bottom.
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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.

149 Add another person to the trip the same way you just did.
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150 Go back to the Trips section and click on the Trip icon to see the roster.

The Trip Roster
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151 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
on settings icon first.

152 Here you'll see all of the fields from file info and from custom fields and you can
pick and choose what you'd like to have on your printed roster.
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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.

154 Click "Close"
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155 Click " Print"

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.
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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

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.
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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?

160 You can decide which events you want to display on MyActiveCenter. Your
members can create an account using 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.
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163 From here you can make changes to the various settings for MAC.

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.

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

166 Click "Edit Template"
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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.

168 On the next screen you can just go back to events.
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169 Your MAC site will display your events. A person can click an event....

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

Show/Hide Groups on MyActiveCenter
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171 Go to the People tab and click groups in the center pane.

172 Select a group, click the Actions dropdown and click Edit Group.
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173 Changing "Display in MyActiveCenter" to yes will show the group on MAC.
Changing it to no will hide it.

174 This is what they will see on MAC in the groups section.
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175 Upon selecting a group, people can register for the group and will be inserted into
the group within MSC.

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.



96

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.

178 Now they can select and events and register.
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179 You can see that they have registered in MSC immediately.

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.
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The Touchscreen Checkin Station
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