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MyActiveCenter Setup Guide

A complete walk through of everything you need to know about MyActiveCenter
(MAC) and how to leverage its capabilities to the fullest extent.

Getting Started

1 Initializing your center to show on MAC is something we do for you. Simply reach
out to Support@myseniorcenter.com and let us know you'd like your center to be
listed online. It's very quick and easy for us to make this change.

That said, you'll likely want to get a few things in order before advertising to your
members so that the correct activities are displaying online, and the details about
them are correct and thorough.

https://scribehow.com/workspace#dashboard
mailto:Support@myseniorcenter.com
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2 At the bottom of each of your Event Template's are two settings related to MAC.
Both of them do exactly as they suggest:
~Display on MyActiveCenter controls whether or not this template's upcoming
scheduled activities will show on MAC
~Allow payment on MyActiveCenter only applies if the activity has a cost, and
controls whether or not people are allowed to pay for this activity on MAC. This of
course requires that you have payment processing or deferred payments setup
and enabled, which we'll talk about more later.
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3 Many of the fields in your Events are going to reflect on MAC. The most important
of which are:
~Event Name
~Icon
~Description
These 3 fields are key in helping to organize your activities in a meaningful way so
that users can find what they're looking for, as well as understand what the
activities will be about.

You'll want to make sure all fields are setup as necessary. Instructor, price, time
start and end, and other fields are shown to those browsing your activities.
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4 MyActiveCenter will only display activities which have something scheduled today
or in the future, and that have the "Display in MyActiveCenter" checkbox checked
in the template.

There are additional settings found by clicking your Name in the top right,
choosing Settings, followed by MyActiveCenter Settings. Specifically the
Display Activities setting must also be checked in order for anything to show on
MAC. This can be used to quickly hide/show all your activities (which also have the
Display on MyActiveCenter setting set in their templates). Normally you'll just
always leave this setting enabled.
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5 And while you're in there:
Event Categories - Center's event categories are converted into a standard
selection which are used for all centers across all of MAC. This makes it easier for
users to navigate multiple centers and have a familiar list of categories no matter
which center they're browsing.

At the bottom of your MyActiveCenter Settings page is Manage Categories. Click
this to open a new window, and Edit each category to utilize a "MyActiveCenter
Category" of your choosing. You're essentially drawing a line between your Event
Category, and what it should be listed as in MAC.
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6 Back on MyActiveCenter, users will see these event categories under each activity,
and can use the Filters as an additional method to narrow down the list of
activities they're interested in.

Also while you're in your MyActiveCenter Settings page, you might as well make
sure your Center Details are up to date. Click Manage Details and fill in as much
as you can!
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7 Center Logo: Does your center have its logo or something custom showing in the
upper left of your site next to its name? If you're seeing the default heart logo,
please email Support@myseniorcenter.com with the logo you wish to use so we
can apply it to your center. This should be a square logo that looks good at around
the size of a postage stamp.

8 This will help your center stand out, as well as help your members recognize that
they have the correct center when creating their accounts, and when browsing
your activities.

mailto:Support@myseniorcenter.com
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At a base level, that's all you need to setup in order to start using MAC in some
capacity. Turning the appropriate settings on, curating your activities intelligently,
and directing your members to the MyActiveCenter website will allow you to let
people register to all free activities, while being able to see-but-not-register for
activities that have a cost associated with them..

But what if you want to let people pay...

Accepting Payments

9 MyActiveCenter can allow people to Pay (or at least register) to activities with a
cost in three different ways.
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10 Pay by Credit Card - The default and most popular way to pay for items on MAC.
It requires that you're using one of our payment provider partners which are, in
order of robustness:

  1. Card Connect

  2. Square

  3. Moneris (Canadian Centers only)

  4. PayPal

If you're partnered with one of these services and the details for your account are
connected in MSC, your members will be able to process payments online using
their credit cards. Reach out to Support@myseniorcenter.comif you need help
getting setup or have any questions about this.

mailto:Support@myseniorcenter.com
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11 Pay By Wallet - We can enable a setting to allow users to use their Wallets to pay
for items. This allows them to simply check a box in their Cart to use their funds on
file to pay for the items. Spouse accounts are allowed to use wallets for each
other, or even both of their wallets to help cover the entire cost of a transaction.

The wallet really shines in combination with having Credit Card payments setup.
Not only does it provide the user payment options, but they can also have their
wallet cover as much of a transaction as possible and then use their credit card for
the remaining amount.

https://www.mytutorialcenter.com/video-tutorials/The-Wallet-System
https://scribehow.com/shared/MyActiveCenter_Member-Manual__c-FvZUJBQOuDZNW82FcNOQ#39c9b8d7
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12 Deferred Payments - With the Deferred Payments setting enabled, users will be
able to check out using the "Pay At Center" button in their cart. This allows them
to fully register to the items in their cart, while being able to pay later at the
center. This will leave Unpaid payments in their account, and it will be up to the
center to collect these amounts at their discretion.

13 You can use any number of these payment settings, alone or in conjunction with
each other. Each setting will affect all activities (that is to say, if you enable Wallet
payments, people will be able to use their wallet on anything they have in their
cart).

OK! We've setup our activities, activated payments if necessary, and now people
can register for both free and paid items.

But what about if we want to limit who can register and when...

Registration Restrictions and Requirements

14 There are several tools you can use to customize your activities to limit who is
allowed to sign up to them and/or when.



12

15 Group Requirements - Within each Event's template, you can enable group
requirements. This can be one or more groups in which the user must have an
active (unexpired) membership to in order to register to the activity. If you have
multiple groups setup here, it's a one-or-more sort of requirement.

Please note that unlike most of the settings being discussed which only affect
MAC, Group Requirements will apply in other areas such as your touchscreen.
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16 When an activity has a group requirement and the user does not satisfy it, they
will be denied the ability to register until/unless they become a member. If the
user has an active membership, they'll have access to the activity as usual.
You may allow users the ability to acquire this membership on MAC, more on that later.

17 Most of the time this will be used for a "Membership" style group, but it really
varies center to center. Some centers require Membership in order to participate
in any activities, so they would setup this group requirement on all of their
activities. Others will have it only as a requirement for select premium activities.
Use it as much or as little as needed!
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18 Registration Restrictions - You may choose to have some or all of your activities
open or close for registration at specific dates or intervals.

19 One, some, or all of your activities can be setup to open for registration at a
specific date/time, close at a specific date/time, open X days before the activity's
set to occur, or close X days before it occurs. This can affect everyone in your
database, or specific people based on their Group memberships, age, or
residency.
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20 These settings can be used if your center has registration sessions, such as
seasonally (Spring, Summer, Fall, Winter) or monthly or by-monthly (July Session,
August Session).

It can also be used for specific activities in which you don't want to accept
registration too close to when the activity is set to occur. For example, this may be
great for Lunches, as you may not want people signing up the same day as the
lunch is to be served in order to give the cooks ample time to prepare the correct
number of meals.

21 The tool which allows you to set up these restrictions is robust and flexible, and
you can find our tutorial on that Here.

Great! Now our activities are setup, accepting payments, and have their necessary
requirements activated so that the correct people are able to register at the
correct times.

But is there more we can still do?

Groups and Discounts

https://www.mytutorialcenter.com/scribe-tutorials/Registration-Restrictions
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22 We've talked about how you can setup Group Requirements on activities so that a
user must have an active membership to a group before being allowed to register.
However, in the same way, you can allow memberships to a group to provide
discounts, and these discounts will reflect on MAC. Additionally, you can allow
users the option to acquire membership directly on MAC.

23 Groups on MAC - Just like with activities, you may allow users to acquire Group
Memberships on MAC.
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24 The settings to control whether or not groups can be seen and registered to on
MAC can be found in your Groups page. Select the group you wish to adjust, then
click Actions, followed by Edit Group. Here there are two relevant settings.
~Display In MyActiveCenter - Works just like Event's Display setting. It controls
whether or not this group shows up in your groups page. If set to Yes and the
group is free, people will be able to register to this group
~Allow payment from MyActiveCenter - Works just like Event's Allow Payment
setting. If set to Yes and the group has a cost, people will be able purchase this
group.
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25 If a user views the group on MAC, they'll be shown the description and any
registration options (plans, prices, expirations) for the group. If there are multiple
plans, the user may choose from any of them. Once a plan is selected, they may
add it to their cart and checkout the same as any other item.

26 As mentioned previously, Groups can be used as a requirement which is necessary
for the user to have before they're able to register to certain activities, or it may
provide discounts to activities which have costs associated with them.
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27 Group Discounts - Within each of your Event Templates you'll find a option for
"Discount(s)". Clicking the New Discount button will open a window allowing you
to select one of your groups, and a field to put in the discount amount. This
discounted amount can be up to 100% the cost of the activity, and anyone with a
active discount to this group will receive the discount automatically.

You may setup as many discounted groups as you'd like, and members will receive
the highest discount amount that applies to them.
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28 Back on MAC, activities which have discounts assigned to them will inform users
as such. If they click to Show Discounts, they'll see which group(s) offer discounts
to that activity, what the discount is, and whether they already have this
discounted rate. If you allow them to acquire this group on MAC, they'll also be
provided a quick-access link to do so via the "Acquire Group" button.

29 If they select to Acquire Group, they'll be brought to the Groups page and may
obtain the group for the plan of their choosing.
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30 For those who have a group membership providing a discount (or acquire one as
shown above), they'll see their new discounted rates on any activities which have
them! Discounts apply automatically so long as the user has an active (unexpired)
membership to the group.

Whew! Our activities are setup and allowing registration when they should,
accepting payments, applying discounts, and users are allowed to acquire group
memberships.

Is there still more?!?

Other Settings, Bits, and Bobs
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31 Virtual Activities - Virtual activities will display on MAC with a virtual notation.
User's may also filter activities by whether they're Virtual or In Person.

32 Once registered to them, user's can use the Bell button to see their
soon-upcoming virtual activities and join them if any are starting soon or have
started.
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33 Enable Self Signup - You may allow people who are not currently in your
database to add themselves to it while simultaneously creating their MAC account.
Normally a person must be in your database already, and have a keytag and
phone number on file in order to create their MAC accounts. However, with this
setting enabled, you can allow anyone to join.
This setting is found in your MyActiveCenter Settings page.

Note, the Self Signup setting is used for brand new people not in your database
only. It is not an alternative method of account creation for those who have
previously been to your center.
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34 Once enabled, the "I don't have a key tag" method will become available for use
during account creation.

35 This will prompt some additional fields for the individual to tell your center who
they are. Once they fill them in, they'll be entered into your database (the same as
if you had done so through your staff-site), and their MAC account will be created.



25

36 Allowing Donations - We can enable a setting for your center so that a Donation
button will appear in your user's carts. Using this, they may enter in any
denomination for the amount of donation they wish to make.

37 This will place the donation in their cart just as if it were any other item, and
finishing checkout will complete the donation to your center!
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38 Adding funds to wallet - You may allow users to purchase their own wallet funds.
This can be great for people who may not want to whip out the credit card each
time they checkout, so instead they can preload their wallet with a larger amount
to use for many transactions. Or, perhaps one spouse wants to buy the other a
gift. They can add the funds right to the other's account. The center also
potentially benefits by having less per-transaction credit card fees!

This setting is found in your MyActiveCenter Settings page.
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39 Once they've chosen their amount and clicked to Add Funds, a new charge will be
placed in their cart. If they checkout, these funds will be added into their wallets
which can be used immediately.

The Add Funds setting requires that the Pay By Wallet setting is also enabled.
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40 This will create an Add Funds buttons next to your user's wallets in their carts.

41 When selected, a text field will open where users can input any denomination. This
will add the charge to their cart, and completing checkout will add these new
funds to their Wallet which will be available for use immediately.
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42 Restrict registration to residents only - If your center only wishes to allow
residents (those living in the same city or cities as the center) to be able to register
to activities, you may enable a setting to do this.
This setting is found in your MyActiveCenter Settings page.

43 If enabled, anyone who's not a resident wont be able to register to any of your
activities, and will be informed as such.
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That's all, folks!

FAQ

44   • I'm not seeing my activity listed on MAC?
Check that the Template of the activity has the "Show on MAC" setting checked. Make sure the
activity has upcoming dates scheduled, and make sure the activity is not Archived. If you aren't
seeing any activities, make sure the global "show on MAC setting is checked" (found in your MAC
Settings page)

  • What happens when an activity is full?
Once an activity is full, MAC will cease accepting registrations to it and user's will be informed
that it's full. There's no adding to waitlists yet, but that's something we're looking into for a
future update.

  • If a user has an activity in their cart, is a position in the activity reserved for
them?
Yes! If the user has an item in their cart, their position in the class is reserved for them. If they
leave the cart unattended, their items will be removed after 2 hours so that their position in the
class is released to others who may want to register.

  • Is it possible to let users view but not register to an event?
Not directly, but there are some workaround methods to do this. If the activity has a cost, you
can set in the template to "Show on MAC" but not "Allow payment on MAC". Alternatively, you
can use the Registration Restriction section to close registration to that activity by setting a
closure date that's in the past.

  • Can users cancel a registration and be refunded?
Users may cancel a registration (from their My Activities page) if it's something that was free.
For paid activities, they must contact your center to see about your refund policy, and staff can
act appropriately.

  • Can I link users to MAC from our personal site? While we don't yet have any widgets for
MAC, you can certainly copy the URL to direct people to your site. The default URL is
https://myactivecenter.com/ , but you may want to direct people to your center's page
specifically.

  • I have more questions and need help!
Reach out to Support@myseniorcenter.com

https://scribehow.com/shared/Registration_Restrictions__LkHhocBtQB2wgWnF8XXqBA#2dcc837c
https://myactivecenter.com/
mailto:Support@myseniorcenter.com

