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Chapter 1 - Getting Started

Welcome to Gym Assistant

Gym Assistant is an effective yet simple-to-use system to help the gym owner manage
and maintain club memberships. Rather than attempting to be the “ultimate” club
management system, Gym Assistant provides an easy-to-use solution for the small to
medium sized gym with modest administrative requirements.

This guide describes how to get started with Gym Assistant.

System Requirements

Operating System

Gym Assistant will run on any of the following versions of Windows:
e Windows XP

e Windows Vista

e Windows 7
e Windows 8

Gym Assistant will run on 32- or 64-bit versions of Windows.

Gym Assistant will run on Home, Pro or Ultimate versions of Windows.

Suggested Software/Hardware:

e Windows XP: 1 GB RAM suggested, 512 MB minimum
e Windows 7 or 8: 2 GB RAM suggested, 1 GB minimum
e 20 MB hard disk space available

If you will be using a barcode reader, door controller, receipt printer or cash drawer then

you will also need a 9-pin serial port for each of these devices.
Most new computers do not include built-in serial ports, but you can very easily add serial

ports with one or more USB/Serial adapters ($30-40 at most computer supply stores or

online).
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Concepts and Terminology

Before installing and using Gym Assistant it is important that you have an understanding
of some basic concepts and terminology that will be used in the software and in this
guide. This section offers a brief overview of these terms. More details can be found
elsewhere in this document.

Membership Record

Every member in Gym Assistant has a member record. The Member Record contains
all information about a member including personal Information (name, address, birth date,
emergency contact, etc.), contract and billing information, and other information (custom
fields) that can be tailored for your specific needs.

Check-In

A check-in (or visit) is recorded each time the member walks into the club. Check-in can
happen either automatically (the member scans a barcode or enters a number of a
numeric keypad) or manually (front-desk staff scans the barcode or types in the
member’'s name or membership number).

Structured Pricing

Gym Assistant was designed as a structured system. Once you specify your pricing
structure, Gym Assistant ensures that every membership fits into that structure. This
design gives you optimal control over your memberships for the long term. To change the
pricing for one of your membership plans you only need to change the standard price for
that membership plan and every member with that plan will automatically renew at the
new rate.

Membership, Visitor and Day-Pass Plans

Gym Assistant allows you to create three different types of memberships: Membership
Plans, Punchcard Plans and Day-Pass Plans.

A Membership Plan is time-based. The member pays a defined amount for a given
period of time. A membership plan has a billing period (for example, every month), and it
can also have a contract length. Contracts, however, are not required. You can use the
contract length as a minimum commitment (in which case billing will continue after the
contract is fulfilled), or you can specify that the member will be terminated at the end of
the contract (billing will stop until they sign a new contract).

A Punchcard Plan is based on visit, rather than time. A member with a Punchcard Plan
will buy a package of entries into the club. Each time the member checks in at the front
desk one visit is automatically deducted from his total number of visits remaining. Check-
in can be done either by swiping a card or by checking in with staff.

A Day-Pass Plan requires that a member pay for each visit individually. A Day-Pass
plans can be used either members or non-members (drop-ins).

Family (Dependent) Memberships

Family memberships can be linked together so that all billing is charged to one of the
family members. The member who pays is the Responsible member, and the members
who are linked to the Responsible member are Dependents.

Membership Add-Ons

A Membership Add-On is anything that can be paid for separate from the regular
membership. Some common examples of member add-ons would be personal training
sessions, aerobics classes and tanning sessions. Note that add-ons are very different
than Punchcard Plans. With a Punchcard Plan, one visit is deducted every time the
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member walks into the club. With a Membership Add-On, a credit is deducted only when
the member uses one of her pre-purchased add-on credits.

Transaction Journal

Every transaction that occurs in Gym Assistant is recorded in the Journal file. This
feature allows you to track not only financial transactions (such as adding a member or
recording a payment), but also changes to member records (such as changing a
member’s due date or adding a comment to a member’s record).

Visits Log

Every member check-in (allowed or denied) is recorded in the Visits file. This feature
allows you to review who came into the facility on any given day or to list all of the visits
for a particular member.

Billing/Payment Options

Memberships can be paid either by manual payment or automatic billing. Manual
payments may be received in-person, or they may be received in the mail (for example, if
you send out invoices). Automatic Billing will either deduct fees from a member’s bank
account (checking or savings) or charge fees to the member’s credit card.

EFT (Electronic Funds Transfer)

While the term “EFT” technically refers only to electronic transactions through bank
accounts, this term is often used to also include all methods of automatic billing. Gym
Assistant provides the tools necessary to interface with various EFT processors and
payment systems including ACH (Automated Clearing House — electronic bank transfers),
paper draft and credit cards.

Access Control

Gym Assistant can control access through an electronically-controlled door or turnstile.
When a member swipes a barcode through a reader, the system determines if that
member should be allowed access and sends a signal to unlock the door. All card swipes
(even denied entries) are recorded for later review.
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Steps Needed to Complete Installation & Setup

In setting up Gym Assistant for the first time, we recommend that you carry out the
following steps below in order.

You will find each part explained in detail below in their relevant sections.

© ©® N o 0k~ w0 DN

[ e S
N w N R O

Note: Some steps below may not apply to your installation.

Install the software

Enter “Business Info”

Create “Member Plans (Pricing Structure)”

Set “Sales Tax rates”

Create “Membership Add-Ons”
Review “Measurement Settings”
Review “Custom Fields”

Review “General Billing Options”

Setup Access Control and GateKeeper

. Setup camera and PhotoCapture

. Setup Dual Monitor configuration

. Setup Cash Drawer

. Setup Networking on other workstations
. Add New Members

Gym Assistant 2.0 User’s Guide
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Installing the Software

1. Go to http://gymassistant.com/support/installers/index.php.

2. Select the most recent version of Gym Assistant (as of this user guide, it is Ver. 2.02).

3. Enter the password sent with your registration email.

Gym Assistant 2.0.2 Downloads

Flease enter password to view installers.

Password:

Note: If you do not remember the password, please contact Gym
Assistant for assistance.

4. Download the most recent version of Gym Assistant installer
(“GymAsstXXX_Setup.exe”).

5. Double-click on the file to start the installation process.

In the Gym Assistant Setup window that appears, click Next.

4 Gym Assistant 2.0.2 Setup

Gym Assistant 2.0.2

‘welcome ta the installer for Gym Assistant 2.0.2

~ Itiz strongly recommended that you exit all windows programs
befare continuing with this installation.

If you have any other programs running, please click Cancel and

[ Next » ] [ Cancsl
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In the Installation Folder window that appears, click Yes. Do not change the

installation folder unless instructed by Gym Assistant Support.

Default Install Location EZ

|' " j The Default installation folder is:
c\Gym Assistant 2.0%

Do you want te install Gym Assistant in this folder?

Coe Il w ]

In the “Ready to Install” window that appears, click Next.

‘ﬂ‘l Gym Assistant 2.0.2 Setup

Ready to Install

You are now ready ta install Gym Aesistant 2.0.2

The installer now has enough information to install Gym Assistant 2.0.2 on your
computer.

The following zettings will be used:

Irnztall folder: c:\Gym Azsistant 2.0%

Shortcut folder: Gym Agsistant 2.0

Please click Mext to proceed with the installation.

< Back |[ Next » ] |

Cancel
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9. After the installation is complete, click Finish.

5 Gym Assistant 2.0.2 Setup (=3

| Gym Assistant 2.0.2 Installed
| Successfully

Setup iz complete and your software is now installed.
" Thank you for choosing Gym Azsistant 2.0.2 .

Flease click Finish to exit thiz installer.

10. When the installer will ask if you want to launch Gym Assistant now, click Yes.

Adding Gym Assistant to the Start Menu
Windows 7

To add Gym Assistant to the Start menu, right-click on the Gym Assistant 2.0 icon and
select Pin to Start Menu.

Windows 8

To add Gym Assistant to the Start window, right-click on the Gym Assistant 2.0 icon (on
the Desktop) and select Pin to Start.

Starting Gym Assistant for the First Time

In Windows Vista / Windows 7:

1. Click the Start button.
2. Select All Programs.

3. Select Gym Assistant 2.0 from the top of the All Programs menu.
In Windows 8:

1. Open Desktop.
2. Double-click the Gym Assistant 2.0 icon on the Desktop.
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Registering Your Software

1. The first time you run Gym Assistant the Software Registration window will appear.

Register This Software @

[0. You must Register this software to fully enable all features.

Would you lke to enter your Registration Information now?

[ Enter Registration Info Now ]

‘ Enter Registration Info Later ‘

‘ Buy Now! ‘

| B \

2. You should have received Registration Information from Bio-Logic (on a cover letter
or by email).

If you have the registration info on-hand, then click Enter Registration Info Now to enter
the info now (go to the next step).

If you click Enter Registration Info Later, then you can enter the registration info the
next time you start Gym Assistant.

Note: You will only be able to add twenty new member records until
you enter a valid registration code.

3. Enter the User Name, Serial Number and Registration Code that you received from
Bio-Logic and then click OK.

Register Gym Assistant @
Please enter a valid User Name and Registration Code for this software.
User Name: Club Demo
Serial Number: 21884
Registration Code: 301 633 541 8371
Get Reg Info from Clipboard | ‘ Cancel ‘ ‘ OK

Note: Be sure to type the User Name exactly as it appears on your
information sheet, including spaces and punctuation.
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The Registration Info window then appears displaying your information.

Gy Assistant Software Registration @
Gym Assistant
UserMName: Club Demo
Registration: Super 32,000 (32,000 members) NETWORKED

Modify Gym Assistant Registration

GateKeeper

- REGISTERED - Re-Register GateKeeper
PhotoCapture

- REGISTERED - Register PhotoCapture

If you purchased GateKeeper, click Register GateKeeper and enter the GateKeeper
registration code that you received.

If you purchased PhotoCapture, click Register PhotoCapture and enter the
PhotoCapture registration code that you received.

Click Close to proceed.

The Localization Setup window now appears.

Localization Setup @
Language: USA—v
Date Format: MDY DY
Time Format: g am/pm 244R
MeasUrements: g in ths amkg

Currency: &

Cancel | l oK

Select a Language and set options for Date Format, Time Format, Measurements
and Currency or click OK to accept the defaults.

The New Data window now appears.
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New Data @

! Mo data file was found. Please choose an option below.

\I‘ Find an existing data file
\I‘ Create a new data file
\&I Import data from a flle
\E‘ Restore data from a previous backup
@ Copy data from a previous version

Exit Do nothing, and exit the program

e Click New to create a new empty data file.

e Click Import to import a data file sent to you from Bio-Logic. This option is
normally used if data was converted from another software system.

e Click Restore to restore data from a previous Gym Assistant backup. This
option is normally used if you are moving Gym Assistant data from another
computer (either Version 2.0 data or older Version 1.5 data).

e Click Upgrade if you want to copy data from a Gym Assistant 1.5 installation
on this computer.

9. After creating a new data file or importing an existing data file, Gym Assistant will
restart automatically.
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Software Activation
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The Software Activation window will appear the second time you start Gym Assistant.
Software Activation is a way for Bio-Logic to protect against unauthorized copying of the
software and to keep prices low for you, the customer. You must activation your software
on this computer within 30 days of installation. After that time, some features will be
disabled until you activate your software.

Software Activation @

i 1 You must activate this software within 30 days to retain full use of all features.

Would you like to activate this software now?

Exit | [ adwateater | [ acwatenow

Software Activation requires that you obtain a unique Activation Code for the installation
on your computer. You can obtain your activation code by several means:

e Activate Now: If you have an internet connection on your computer, then you can
activate directly from within Gym Assistant.

e Activate Later: If you have access to the internet on another computer, then you can
obtain your activation code from the Gym Assistant web site and then enter it into
Gym Assistant at a later time.

Note: If you do not have access to the internet, you can call Bio-
Logic to obtain your activation code.
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Entering Business Information

The first time that you start the program, the Business Information window appears for
you to enter basic business information.

Business Information @
Business Mame: m
Address1: 123 Fitness Blvd
Address2:
City/State/ZIP: Alameda, CA 94501
Phone: 510-865-1815
Email: info @dubdemo. com
Cancel | [ oK

After you have finished entering your information, press the Enter key (or click OK) to
continue.

Note: You can modify your Business Information later at any time by
selecting Business Information from the Settings menu.
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Entering Membership Plans
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1.

Enter the different membership types that your gym offers.

Membership Types @
[Membershlp Plans - ]
-
Club [ Edit Selected Plan |
College
[ Add Mew Membership Plan ]
[ Delete Selected Plan ]
[ Print List ]
[ Close ]
Payment Options for ‘Add On Child'
Monthly: §25.00 Contract Length: 1 months
Credit Card: $25.00 Signup Fee: $0.00
Glait Bl Terminate Biling: MNever

Define your club’s “price list” with different membership options.
Each membership type includes the following fields:

e Name of the membership plan (for example “Standard” or “Student”)
e |nitiation Fee (extra charge at signup in addition to first payment)

e Contract length (in months)

e Hours of entry (ALL hours or limited hours/days)

e Payment Options (How often members make payments and how much they
pay)

Note: You can modify your Membership Plans and all other Plan
Types later at any time by selecting Membership Types from
the Settings menu.

Click Add New Membership Plan to add a new membership type.

The New Membership Type window will appear.

GymAssistant 2.02 (20131212)-draft[1].doc



10.
11.

12.

New Membership Plan @
General Plan Options
Plan Mame: |
Contract Length (months): 12 (Set to zero if no contract)
Signup Fee: s 0.00
Terminate Biling: Mever -
Manual Payment Options
el & | NjA every 12 months
Semi-Annual: £ | NfA every 6 months
Quarterly: § | NfA every 3 months
Marthly: £ | NfA every month
Custom: § | N/A every Months
Recurring/Automatic Biling Options
Credit Card: £ | NfA Monthly Credit Card
ACH: £ | NfA Manthly ACH
m Cancel | [ oK

Type in a Plan Name for the new membership type, and then enter the Initiation Fee
in dollars. This amount will be added to the first payment when the member first
signs up.

Enter the Contract Length. If you do not require a contract, then enter zero.

Check the box and enter a payment amount for each payment option that you plan to
offer.

Note: Manual Payment Options are collected individually from the
member each month, whereas the Recurring/Automatic
Billing Options will be collected automatically each month.

A membership can have one or more payment options.

In the “Standard” membership plan shown, members have the following payment
options:

e Annual: Member pays $600 for a full year

e Monthly: Member pays $55 monthly by cash, check or charge

e Credit Card: $50 charged monthly from a credit card

e ACH: $50 debited monthly from a checking or savings account

After finishing the membership plan, press the Enter key or click OK.
The new membership type will then appear in the Membership Types window.

Add as many membership plans as you need (the software allows up to 128 different
plans), then click Done to close the window.

For complete information about adding and modifying your Membership Types,
please see Membership Structure & Pricing.
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Chapter 2 - Basic Settings

It is important to configure some basic settings in Gym Assistant at the beginning before
you get too involved in the overall setup of the software.

Automatic Updates

The Automatic Updates feature allows Gym Assistant to update itself automatically
through the internet. We generally release a new build of the software every few weeks
with bug fixes, enhancements and new features. An update will replace only the software
application (.exe) files that affect function, and it will leave all of your data and documents
untouched.

Select Auto-Update from the Settings menu.

Online Update Settings @

Check online for updates: Every day - |

Update Handling

@) Download and install updates automatically (recommended)
Check for updates automatically, but ask before installing

Always ask before chedking for updates

Email Notification

| 5end me an email when new updates are available

Email:

Cancel | [ OK

Note: If you do not have a live internet connection or you do not wish
to take advantage of the Automatic Updates feature then just
set Check online for updates to Never and click OK.
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Check online for updates

This setting determines how often Gym Assistant will check for updates:

e Never will basically disable the Automatic Updates feature. Select this option if you
do not have a live internet connection or if your system will not allow Gym Assistant to
connect directly to the internet.

e Every Startup will check every time you start Gym Assistant.

e Every Day will check only the first time you start Gym Assistant each day. This is the
setting that we recommend.

e The other options (Every 3 Days, Every 7 Days, etc.) will check only after the
specified time interval has passed.

Update Handling

This setting determines how Gym Assistant applies each update:

e Download and install updates automatically will always download an update if it is
available. This is the recommended setting.

e Check for updates automatically, but ask before installing will download an
update if it is available but you get to determine when the update is installed. Use this
setting if you want to control when the update is installed, maybe to wait until you
have done a global backup of the data.

e Always ask before checking for updates will ask you each time if you want to
check for updates, and only download and install an update when you confirm that
you wish to proceed with the update.

Email Notification

This setting specifies whether you want to receive an email when new releases are
posted.

General Billing Options

Select General Billing Options from the Settings menu. Initially you should set only the
basic options, then you can set the more advanced options after you have decided on
your billing structure and logistics.
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General Billing Options @
Note: Ifems with 3 *can alko be sef for each membership fype
V| Pro-rate amount due at sign-up™
Pro-Rate amount due at contract end™
Enforce Contracts

Sync dependent members to same due date as primary

| Check for expired credit cards at startup

Grace Period for All Members: 10 days
Sales Tax

Sales Tax Rate: 8.25 %

Charge Tax on: /| Membership Fees /| Contract Fees

Automatic Biling Options
Minimum days to pay at signup™: 15
Monthly processing days-of-month: 1,15

(Example: Enter '1, 15' for the 1stand 15th)

Charge multiple months for delinquent members

Grace Period for EFT Members: o days

Cancel | [ Ok

Pro-rate amount due at sign-up

Check this box to pro-rate the amount due at the beginning of a contract. For example
suppose a member signs up on the 20" of the month and you do your billing on the 1%
day of each month. Gym Assistant can automaucally calculate how much the member
should pay up-front to take them from the 20" until their first billing data on the 1%. If you
specify that the member’s first payment should be due later than 1 month from the signup
date (e.g. the 1* of the following month), then Gym Assistant will calculate the additional
amount she should pay to cover the time until that first payment.

Note: This is a default setting. This setting can be overridden for
specific membership plans (see “Membership Payment
Options / Advanced Options”) or manually when a member’s
contract is created (click Admin and check or uncheck the
Pro-Rate box).

Pro-rate amount due at contract end

Check this box to pro-rate the amount due at the end of a contract. For example,
suppose a member contract ends on the 20" of the month and you do your billing on the
1* day of each month. Gym ASS|stant will automatically calculate the member’s last
payment to take them from the 1% until her contract ends on the 20",

Note: This is a default setting. This setting can be overridden for
specific membership plans (see “Membership Payment
Options / Advanced Options”) or manually when a member’s
last payment is taken (click Admin and check or uncheck the
Pro-Rate box).
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Enforce Contracts

Check this box to require that all members have a valid contract. If you try to record a
payment for a member after his contract end date then you will be given a choice to either
renew the existing contract or create a new contract.

Contract Renewal @

. This member's contract expired 09/01/13

._e_.

- | Renew Existing Contract |

| Create New Contract |

[ Cancel ]

e If you choose Renew Existing Contract then the payment will be recorded and the
member’s Contract End Date will be advanced by the contract length for that
member’s current membership plan.

e If you choose Create New Contract, then you will be taken to the Start New Contract
window for the member.

Sales Tax Rate

Set the Sales Tax Rate for your city or enter zero if you will not be charging sales tax.

e Check the Charge Tax on Membership Fees box if membership fees are taxed.

e Check the Charge Tax on Contract Fees box if initiation fees and other fee add-ons
are taxed.

Automatic Billing Options
Min days to pay at sign-up

This setting determines the minimum number of days that a member should pay for at the
beginning of a contract. This option only affects recurring billing (Credit Card and ACH)
memberships, and it lets you control for how long the member must initially pay. This
setting is most often used to ensure that members pay up-front for at least a minimum
time or to ensure that you will have enough lead time before their first bill date.

For an example, suppose you process your recurring billing members on the 1* of each
month. If a members signs up on the 25" then you could have him pay for 5 days up-
front and then bill him on the 1 for the first full month. But if you want him to pay more
up-front then you could have his first billing date on the 1% of the following month (so he
pays for a little more than 1-month at signup).

Monthly processing days-of-month

This setting determines when you process your billing each month. The billing days
should be separated by commas. For example, if you will be processing your billing on
the 5" and 20" of each month then this field should be set to “5,20”.

Other General Billing Options settings can be configured later, and you will find detailed
information elsewhere in this document.
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Chapter
Pricing

3 - Membership Structure &

Membership Types Explained

Membership Plans

Punchcard Plans

Day-Pass Plans

A Membership Plan is time-based. The member pays a defined amount for a given
period of time. A membership plan has a billing period (for example, every month), and
it can also have a contract length.

The Contract Length for a membership is optional. If you specify a contract length you
can also determine what will happen at the end of the contract.

e If the contract length is simply a minimum commitment (billing will continue after the
contract is fulfilled) then basically nothing will happen at the end of the contract.

e If billing should stop at the end of the contract then you can specify that the member’'s
contract will be terminated at the end of the contract (unless they begin a new
contract).

A Punchcard Plan is based on visits, rather than time. A member with a Punchcard Plan
can buy a package of entries into the club (visits). Each time the member checks in at
the front desk one visit is automatically deducted from his total number of visit credits
remaining. Member check-in usually happens when the member scans a barcode, but
check-in can also be done manually by the front-desk staff.

A Day-Pass Plan requires that the member pays for each visit individually. For example,
a Day-Pass Plan might be useful for a rock climbing gym where each member must have
a signed waiver on-file. A Day-Pass plans can be used either members or non-members
(walk-ins). A Day-Pass sold to a walk-in will record the visit and the revenue, but that visit
will not be attached to any member (basically anonymous).

Membership Add-Ons

Monthly Add-Ons

Page 26 of 185

A Monthly Add-On can only be added to a monthly membership. The amount of the
add-on is simply added on to the member’s regular monthly dues. For example, a club
might charge $10 per month for locker rental. Those members with Locker Rental added
to their memberships will have the $10 per month added to their regular monthly
membership fees.
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Punchcard Add-Ons

A Punchcard Add-On provides a way to sell packages of credits and then count down
the number of credits left for that member as they are used. You can use Punchcard
Add-Ons to sell aerobics classes, personal training sessions, tanning, equipment rentals
or almost anything that would be tracked with a counter.

Note: A Punchcard Add-On is different from a Punchcard
Membership Plan. With a Punchcard Membership Plan one
visit credit is deducted automatically every time the member
enters the facility. Punchcard Add-On credits are not
deducted automatically, but must be registered individually at
the front-desk.

Working with Membership Types

e You must specify your pricing structure by creating a set of Membership Types.
e Every member will then be assigned to one of those types that you create.

e Think of your list of Membership Types as a “price list”, as it will determine how often
members pay, what method they use to pay and how much they pay.

¢ Any change that you make to one of your membership types will be applied to all
members that are assigned that membership type.

Note: This lets you easily change your pricing structure without
having to modify all your member records.

e You can define up to 128 membership types.

1. To edit your Membership Types select Membership Plans from the Settings menu.
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Membership Types @

Membership Plans v]
6-Month Check -
&-Month EFT [ Edit Selected Plan ]

aB-Month Pre-Pay
B-Month Promo

Boot Camp Promo [
Check Drafts
Fithess Basic
Free week Promo

GP Paper Employes [
Installment Plan 2
Installment Plan3
Maonthly

Paid In Full

Paid In Full #2
Responsible Compary [
school plan

Test Plan

Trainer v

Add Mew Mernbership Plan ]

Delete Selected Plan ]

m

Prirtt List ]

Close ]

Payrment Options for Fitness Basic'

Quarterhy: 4 120.00
Manthly: 4 40.00
Credit Card: +35.00
ACH: $ 35.00

Click Add New Membership Plan to add a new membership plan.
(See “Editing a Membership Plan” below.)

If you click on a plan in the list the payment options for that plan will appear below the
list.

To edit a membership plan select it in the list and click Edit Selected Plan. (See
Editing a Membership Plan below.)

Click Delete Selected Plan to delete a plan from the list.

Note: You can not delete a membership plan if any members are
attached to that plan.

Click Print List to print a listing of all membership plans.
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Editing a Membership Plan

General Plan Options

Edit Mernbership Plan @

Genera Plan Options

Plan Marne: Fitness Basic

Contract Length (momths): 12 [Set to zero if no contract)
Signup Fee: 4 0.00

Terminate Biling: |Never - |

Manual Payment Options

Annual $ | MiA every 12 months
Semi-Arnua: $ | MFA evary & months b
Quarterly: § | MiA every 3 months

V| Manthly: $ 40,00 every month
Custom: § A every Marniths

Recurring)/Automatic Billing Cptions

7| credit Card: $ 35.00 Manthly Credit Card
7] acH: 4 35.00 Monthly ACH
Advanced > > Cancel | [ oK

All member plan types (Membership, Punchcard and Day-Pass) contain some common
fields which are grouped as General Plan Options in the Edit Membership Plan window.

Plan Name is the name for this plan. The maximum length of the Plan Name is 32
characters.

Contract Length is the length of the contract, in months. Set this field to zero if you
do not use a contract for this plan.

Signup Fee is the default fee that is charged at signup. This fee is in addition to the
standard membership, and some clubs refer to this as an “initiation” fee. The default
signup fee can be overridden at the time a member signs up, which is an easy way to
offer some members a special deal when they sign up.

Terminate Billing determines the default Terminate Billing value (Never, At Contract
End Date, At Next Due Date) for any new members that are created using this plan.
Remember, though, that you can always change the Terminate Billing value for
individual members at any time.

Example #1: A month-to-month membership with no contract.

Set the Contract Length to zero and the Terminate Billing value to “Never.”

Example #2: A month-to-month membership with minimum commitment of 6 months.

Set the Contract Length to 6 Months and the Terminate Billing value to “Never”.
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Example #3: A 2-week trial membership.

Set a payment period of 2 weeks and set Terminate Billing value to “At Due Date”.

Membership Payment Options

Each Membership Plan can have up to seven different payment options with a different
price for each option.

Manual Payment Options
Manual Payment Options are paid at regular intervals by cash, check or credit card.

Either the member will pay you in-person or will mail in a payment. Each payment is
processed individually.

Manual Payrment Options

Arnua: | Mre every 12 months
Sermi-Annual; | Ma every 6 months

V] Quarterly: § 120.00 evary 3 months

7| Manthly: $ 40,00 every month
CLstan: $ | Mis Bvery Months

1. To enable a manual payment option, check the box next to that option and set the
price, which is the amount the member pays each billing period. (For example, a
member with the Quarterly payment option shown above would pay $120 every 3
months.)

2. To set a custom billing period check the Custom box, then set the price and billing
period for that option. (For example you might offer an option where the member
pays every 2 weeks.)

Recurring/Automatic Billing Options

The Recurring/Automatic (EFT — Electric Fund Transfer) billing options are charged to
the member’s credit card or debited from the member’s bank account (called ACH —
Automated Clearing House) automatically each month.

Recuriingf Autamatic Biling Options

7 Credit Card: $ 35.00 Manthly Credit Card

W ACH! $ 3500 Manthly ACH

To enable the Credit Card or ACH billing option(s) check the box next to that option, then
set the monthly price.

Note: You can set a custom Recurring (EFT) billing period for a
membership plan by clicking Advanced (see below).
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Advanced Options

These settings are rarely used, but they can be very useful for special cases.

Mernbership Type Advanced Settings L\\) @
Lirit Hours of Entry Set Hours
Pro-rate amount dug at sign-up: Default -
Pro-Rate amount due at contract end: Diefault -
Minimum days to pay at signup; i} (set to zero for default)
allow Individual Pricing {Use only for special memberships )
EFT Eiling Period: 1-Month | Change EFT Biling Period |
| Cancel ‘ [ OK ]

Limit Hours of Entry

1. Check this box to limit the hours during which members of this type can enter the
club.

2. Check the Limit Hours of Entry box to set the allowed hours.

Limit Hours of Entry @
/| Limit Hours of Entry

Hours Allowed Entry: to

10:00A 03:00P

Days Allowed Entry: 7] Monday

V| Tuesday

V| Wednesday

V| Thursday

V| Friday
Saturday

Sunday

Cancel

Pro-rate Amount Due at Sign-up

For each membership plan you can override the default for whether to pro-rate the
amount due at sign-up. You have three choices:

o Default Use whatever setting is specified in General Billing Options.
e No Do not pro-rate for this membership plan.
e Yes Always pro-rate for this membership plan.

Pro-Rate Amount Due at Contract End

For each membership plan you can override the default for whether to pro-rate the
amount due at the end of a member’s contract. You have three choices:

o Default Use whatever setting is specified in General Billing Options.
e No Do not pro-rate for this membership plan.
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e Yes Always pro-rate for this membership plan.
Minimum Days to Pay at Sighup

For each membership plan you can override the default Minimum Days to Pay at Signup
found in General Billing Options.

Allow Individual Pricing

Check this box to allow unique (variable) pricing to be set for each member of this
membership type. By default, Gym Assistant always calculates the billing amount for
each member from the pricing structure that you specify for all membership plans. If this
option is turned on for a given membership plan, then pricing for members of that plan
can be set for each member individually.

Note: Please see “Individual / Variable Pricing” for more
information on variable pricing for membership plans.

EFT Billing Period

1. For any given recurring billing plan you can change the billing period from the default
of “monthly” to another value.

2. Click Change EFT Billing Period.

Autematic Billing Period @

Biling Perid: 3

Days
Weeks
Cancel | [@g

3. Set the billing period to any number of days, weeks or months then click OK.

Note: Changing the EFT Billing Period for a given membership plan
will change the billing period for all recurring billing members
with that plan.

Punchcard Plan Payment Options
A Punchcard Plan is based on visits, rather than time.

1. A member with a Punchcard Plan will buy a package of entries into the club.
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New Punchcard Plan @

General Plan Options

Plan Mame: ‘Yoga

Contract Length (months): 12 (Set to zero if no contract)

Signup Fee: s 0.00

Terminate Biling: Mever -
Punchcard Plan Options

$ 75.00 for 5 Visits
Advanced >> Cancel

2. Each time the member checks in at the front desk (either by swiping a card or by
checking in with staff) one visit is automatically deducted from his total number of
visits remaining. When all the member’s visits are used up, he is automatically
denied entry.

3. The member can add more visits at any time by purchasing additional packages.

Note: A Punchcard Plan has the common General Plan Options
and an additional price for a package of visits.

Day-Pass Plan Payment Options

New Day-Pass Plan @
General Plan Options
Plan Name: Walk-In
Contract Length {months): 12 (Set to zero if no contract)
Signup Fee: § 0.00
Terminate Biling: MNever - |
DayPass Plan Options
$ 1z2.00 per Visit

| Allow sale to Non-Members

Advanced >> Cancel

A Day-Pass Plan requires that a member pay for each visit individually.

e A Day-Pass is the only type of plan that can be sold to non-members (without
creating a membership record).

Note: A Day-Pass Plan has the common General Plan Options and
then an added price per visit.

o Ifthe Allow sale to Non-Members box is checked, then day-passes purchased
under this plan will be considered “walk-ins” and these sales will not be associated
with any member.
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e |If the Allow sale to Non-Members box is not checked, then day-passes of this type
can only be purchased by active members.
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Chapter 4 - Member Info: Home Screen

Viewing Member Information

The vast majority of time in Gym Assistant will be spent in the View Member Info
window. The View Member Info window displays all information about a member.

There are three main areas in the View Member Info window:

No measurements on file.
0 visits this month, 1 lest month, 1 total

View Member Info \EI
( #1882 Jon Doe Member o
il -to-| 1
Membership Up-to-Date! Record a Payment
Julie Doe is his wife.

I Personal| Contract | Other]

lotes

Biling Plan: Gym Only Due Date: 05/01/13  Signup Date:

Biling Option: Monthly Last Paid Date: 04/10/12  Contract Begin: re

Biling Amount: 34.99 Last Paid Amount: 195.90 Contract End:

Biling Status: ACTIVE Current Balance:  0.00 Freeze Date:

Terminate Biling: Mever Last Check-In: 03/05/13 03:27P UnFreeze Date: Navigation
Membership Add-Ons: - none

Member Actions

Linked Memberships:

- none -

P

/

Enter Member # or Narne:||

| [ wiew | [ Clear Display | [== Prev] [Next >=]

i
(=}
&)
=g
5
(=]
2
2
2
o
=
2

Display GateKeeper Check-ins

[ Display Alerts

=)

e The Member Info area displays the information for this member.

e The Navigation area provides controls to lookup members or move to the
next/previous member.

e The Member Actions are provides direct actions on the currently displayed member.

Member Info Area

The following information is displayed in the top of the Member Info area:

¢ Member Number and name

e Membership Status

e Green: Entry Allowed

. Entry Allowed for New Member (joined within 30 days)
e Red: Entry Denied, Delinquent or Alert

e Black: Inactive, Terminated, Freeze

e Comment
e Alert (appears in red, and will deny entry for this member)

e Measurements

Gym Assistant 2.0 User’s Guide
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e Visits totals
e Member Photo

e The Personal, Contract and Other tabs display information about the member.
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Member Personal Info

Personal | Contract | Other

Address; 91424 O Ofnlsl Sgk
Cntix, Rk, 90996

Phone: 405-537-4405
Birth Date: 09/05/1994 Sex: M
Ermiil: Uikclhditbeswh @gymassistant.com

Emergency: Adyu Kfgwmi Hcflwy 094-500-7176

Member Contract Info

Personal | Conftract | Other

Biling Plan: Gym Only Due Date: 05/01/13  Signup Date:
Biling Amount: 34.00 Last Paid Armount: 195.90 Contract End:
Biling Status: ACTIVE Current Balance:  0.00 Freeze Date:

Terminate Biling: Never

Membership Add-Ons: - none

Linked Memberships: - none -

Biling Option: Monthly Last Paid Date: 04/10/13  Contract Begin:

Last Check-In: 03/05/13 03:27P UnFreeze Date:

03/05/13
02/01/13
—fl—.l'l—
—f—/-
*fl*.l'l*

Member Other Info

Personal | Contract | Other

Drivers License#:

Referral: Hsuy Xnmchg
Corporate:
staff Member: Xtyzopu Hauzhh

Barcode Number: 0 Sitver Sneakers ID:

Last TanTime: 0o/oo/o0

Member Actions Area

The Member Actions area of the View Member Info window contains buttons that can
apply actions to the currently displayed member. These buttons provide a convenient
shortcut to the most commonly-used member functions.

Note: These buttons provide immediate convenience, but the

complete set of available actions are always available from the

menu bar. All actions that can be applied to the displayed

member are found in the Member menu.

Gym Assistant 2.0 User’s Guide
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The Member Actions buttons include the following functions:
Add Member Adds a new member.
To add a dependent member select Add Dependent Member from the
Member menu.
Record a Payment Record a manual payment.
Edit Member Record  Edit the member record directly.

Alert Add/Edit the member Alert (which will deny entry).
Comment Add/Edit the member Comment (which will not deny entry).
Picture Add/Edit the member picture.

Barcode Add/Edit the member barcode.

Notes Add/Edit the notes for this member.

Measurements Add/Edit/Review measurements for this member.
Add-Ons Add/Edit member punchcard add-ons.

Record usage of a member punchcard credit.

Navigation Area
The Navigation Area provides controls to lookup members and control the display of
members.
Member # or Name View Lookup a Member:
Enter a member number, barcode number or part of a member’s
name (first and/or last name), then click View. (see “Member
Lookup” below)
Note: Viewing a member record will not record a check-in for that
member. (For check-in you must click Check-In, go into Monitor
Check-Ins window or scan the member’s barcode.)
Clear Display Clear the currently displayed member info
Prev/Next Display the Previous/Next member.
When browsing members this will display the previous/next member
in the database (sorted by membership number).
When viewing member info from a list, this will display the
previous/next member in the list.
Monitor Check-Ins Display a list of the last 100 member check-ins and allow you to
manually check-in multiple members. (see “Monitor Check-Ins”

below)

Member Lookup

There are four ways to lookup a member record: membership number, barcode, name
and general search.
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Lookup by Membership Number or Barcode
Enter a membership number or barcode number and click View (or press the Enter key).

Note: Only one match should be found, or you will get the message
“XXXX not found” if there is not a match.

Lookup by Name

Enter part of the member’s first and/or last name and click View (or press the ENTER
key). A list of possible matches will be displayed.

Note: The more of the name that you enter, the shorter the list from
which to select. For example, if you are looking to find “Jon
Doe” you could enter “Jon”, “Doe”, “J Do” or “J D”, and all
would match with “Jon Doe”.

General Search

General Search will look at all fields for a possible match, including Name.

1. Select Find a Member from the Member menu, or press Ctrl+F.

2. Enter the text you want to find and click OK and a list of members with the text will be
displayed.
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Monitor Check-Ins
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The Check-In Monitor window will dynamically display the last 100 members that have

checked-in.
Che:k-In Monitor: Last 100 check-ins = @
Check-In Time Mem# Name Event Type status
01/30/13 05:04P 666 vice, Anne visit Dependent Minor PAYMENT DUE
n02/04/13 10:04A 2 Aslanian, Garrett visit college PIF [s]4
n02f04/13 10:04A 2 aslanian, Garrett visit College PIF [s]4
02/04,/13 10:05A 6 Boles, Susan Visit Corporate Contract PunchCard visit
n02/04/13 10:05A 2 aslanian, Garrett visit college PIF 0K
02/08/13 12:15°P 888 Jewell, shaun visit college PIF PAYMENT DUE
02/08/13 12:15P 444 Holland, Megan visit Dependent 3-mo PAYMENT DUE
“02/‘12/13 01:55P 1 aszkler, andi visit Corporate Level 2 [s]4
nﬂz,"lzfla 01:56P 2 Aslanian, Garrett visit College PIF [+]4
n03/05/13 03:27p 1882 Doe, Jon visit Gym only oK
Show Check-Outs [¥| Show Photos | Close | | | [ Check-n

1. The most recent check-ins will display at the bottom of the list.

2. Double-click on an entry in the list to display that member’s record.

3. To Check-In a member manually enter her membership number or part of her first
and/or last name and hit Check-In (or press the Enter key).

Note: If you enter a name and there is more than one match for the
text you entered then you will need to select from a list of

possible matches.
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Adding New Members

Chapter 5 - Member Administration

e To add a new Primary member (not a dependent) click Add New Member on the

main page or select Add New Member from the Member menu.

e To add a new Dependent member, first display the primary/responsible member
record then select Add Dependent Member from the Member menu.

e Gym Assistant automatically selects a unique membership number (which should be

#1 for the very first member).

Note:

Each new membership record must have a unique

membership number. It is very important not to re-use old

membership numbers.

The Gym Assistant license that you purchased enables the software for a certain
number of membership records. This limit is on the nhumber of records, not the
membership numbers themselves. For example, if you have a 500-member license and
have deleted 100 member records from the database your membership humbers will go

well over 500.

Personal Information.

New Member: Personal Info - Member #1305

First Name: Peter Last Name:
Address1: 123 Cherry Lane
Address2:
City/State/ZIP: vandenberg, CA 94533
Home Phone: 510-865-1102 Mebile:  510-565-1515
Birth Date: 09/15/1984 Gender: M -
Email: peter @gymassistant.com

Haolly

Work Phone:

-

510-8565-1815

Emergency Contact: Helen Holly, 510-555-1212

Cancel

[ Next ==

If you are adding a dependent member then the address and emergency contact info will

be filled out automatically.
Note:

Click Next to continue.

Gym Assistant 2.0 User’s Guide
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Contract Information.

New Member: Contract Info for Member #1305, Peter Holly @
Selecta Plan
Plan Type: |Membership Plans -
Plan Selected: |Club - | [ EditPlans

Contract Term

Contract Begin Date:  0g;19/13 | Today

Contract End Date: | g/19/14

Terminate Billing: | c, o

Biling [ Payment Options

Biling Option: Morithly - |
Recurring Biling Amount: § | 45 a5 Add-Ons
Next Payment Due Date: 10/15/13 - Pro-Rate
Fees
Membership Fee: § | 49,95

Initiation Fee: § | 75 0

Tax: § 6.18

Total Due At Sign-Up: & 81.13

Admin Cancel | | << Prev ‘ | Mext >

Select a Membership Plan.

Specify a Contract Begin Date and Contract End Date.

Note: The Contract End Date field is filled automatically from the
current membership plan.

Terminate Billing specifies what should happen at the Contract End date or
Payment Due Date. (See “Editing a Membership Plan” for details about member
termination.) The value for this field is filled automatically from the selected
membership plan. To modify the value you must first click Admin.

Select one of the Billing Options available for this membership plan (e.g. “Monthly”).

Note: The Billing Option shows only billing options available for the
selected membership plan.

Note: The Recurring Billing Amount field automatically fills with the
correct value for the selected membership plan and billing
option.

Specify the due date of the first payment by clicking on the small arrow to the right of
the Next Payment Due Date field or by simply typing in a new date.

Note: The options available in the Next Payment Due field will
change depending on the billing option selected.

Note: For recurring billing options (Credit Card and ACH) the Next

Payment Due date is automatically set to the first available
billing date as specified in Settings/General Billing options.
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6. Membership Fee is automatically calculated from the Billing Option and Next
Payment Due Date selected. To override the calculated value click Admin.

7. Press the Enter key or click Next to continue.

Transaction - New Member Payment @
1litems Pay by:
SubTotal: § 74.95
Tax: § 6.18
Credit Card
Total Sale: $ 8113 S—
lember Acco

8. Select a payment method to indicate how the member is paying today for startup
fees.

Note: This does not indicate how the member will be making future or
recurring payments, only how they are paying at sign up.

9. After finishing the initial member setup, there will be a few options for the new
member to add if necessary.

Finishing Information

The New Member Finish window will appear.

Mew Member: Finish for Member

Please choose an action or click DONE when finished.

Pty Assign a Barcode to this member

Photo Capture a Photo of this member

Contract Print out a Contract for this member

dit Edtt info for this member

— Finish adding this member

1. Click Barcode to enter a barcode number for the member.

Enter BarCode number for Jon Doe or swipe card.

[ e | [ o

You can either type in the member’s barcode number or scan a barcode, then click
OK (or press the ENTER key).
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2. Click Photo to capture a photo of the member. See “Photo Capture” below for
more information.

Click Contract to print a contract for the member.

4. Click Edit to go back and manually edit the member’s information.
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Recording a Membership Payment

While viewing a member’s record you can manually record a membership payment by
clicking Record a Payment.

The “Member Payment” window will appear with the member’s current contract info
appearing at the top of the window.

Member Payment @
Member #6: Rademacher, Megeen

Current
Contract Info

Contract Info

Biling Plan: Add On Child Contract Begin Date: 01/02/13
Biling Option: Credit Card Contract End Date: 12/02{12
Biling Amount: 25.00 Last Paid Date: 01/02/13
Current Balance: 0.00 Current Due Date: 09/25/13
Payment Info
Biling Periods (Credit Card): » &t $25.00

Membership Fees: | 25,00
Dependent Membership Fees: § | - pgne - Eeres
Other Fees: g
Sales Tax: 2,06
Payment on Current Balance:

Total Payment Due:  27.06 Pro-Rate

Next Payment Due: 10/25/13

Admin | | Modify Contract | | Cancel | [ Record Payment

e Billing Periods specifies the number of billing periods that the member will be
paying.

Note: The default is one period (e.g. one month), but if the member is
delinquent then Gym Assistant will display the number of
months required to bring that member up-to-date.

e Membership Fees automatically calculates the fees due (from your pricing structure)
when you change the number of billing periods for this payment.

Note: To override the Membership Fees click Admin.
e Dependent Membership Fees displays any fees due for any dependent members.

Note: To view or modify the payment details for dependent members
click View Dependents.

e Other Fees can be added on at the time a payment is made.
Note: Use this field to add any amount for this payment only.

e Sales Tax is calculated automatically from Membership Fees and Other Fees. (See
“Settings/General Billing Options” to set sales tax rates.)
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e Payment on Current Balance lets you specify how much the member will be paying
on his current membership balance.

= |f the member has a balance owed then the full amount will appear by default.

= |If the member has a credit on account then an “Apply Credit” button will
appear, click this button to apply all or part of the credit to this payment.

= To modify the balance paid click Admin.
e Total Payment Due will be calculated automatically.

e Next Payment Due displays when the members next payment will be due. This
value is automatically updated when you change the number of billing periods for this
payment. To modify the “Next Payment Due” click Admin.

e To Pro-Rate a payment (calculate the amount due from the monthly billing amount
and due date) Admin then check the Pro-Rate checkbox.

e Enter the end date for the payment period into Next Payment Due, then click
Calculate. The appropriate member fees will be calculated automatically.

e Click Admin to enable Membership Fees, Payment on Current Balance, Next
Payment Due Date and Pro-Rate items.

Note: After clicking Admin you may be required to enter a password
for Member Admin, depending on how you have setup
passwords and user permissions.

¢ Click Modify Contract to change the member’s contract. The new contract
parameters that you select will be reflected when you come back to this Member
Payment window.

Click Record Payment to continue with this transaction and take payment from the
member.
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Completing a Transaction with Cash, Check, or Charge

The Transaction - Member Payment window will appear.

1litems

Print

Transaction - Member Payment

Sub Total: §

Tax: §

Total Sale: §

Receipt

==

Pay by:

Chedk
Credit Card
54.07 ]
CC on File
Member Account

Cancel

49.95

There are five possible methods to collect money for any transaction:

Cash
Check

Credit Card (with card presented by the customer)
Credit Card on File

Charge to Member Account

Please see below for details on each method.

Cash Remittance

1. Inthe Transaction window click Cash (or press the ‘A’ key) to accept a cash payment.

Cash Received

Total Sale: §

Cash Received: §  gg,00

| Print Receipt

==

54.07

Cancel

2. Enter the cash received (you don’t need to include the decimal or cents) and click OK

or press the Enter key.

3. Check the Print Receipt checkbox if you need a receipt.

Gym Assistant will display the Change Due window and you get one more chance to
print a receipt.
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Change Due @
Total Sale: § 54.07
Amount Collected: § 60.00
Change Due: % 5.93
/| Print Receipt
Cancel | [ oK

4. Just click OK to close the Change Due window.

Check Remittance

1. Inthe Transaction window click Check (or press the ‘H’ key.

2. Enter the check number (optional).

Charging a Credit Card with Card Present

1. Inthe Transaction window click Credit Card (or press the ‘R’ key).

Credit Card Transaction @
Charge Amount: 54.07

Credit Card #: 4615558413305558 VISA

Exp (MMYY): 0519

Cardholder Name: REDDING,DIANA

Card Verification #: 853

| Print Credit Card Receipt

Manual Charge Cancel | [ Charge this card

2. If you have a USB credit card reader swipe the card through the reader or just enter
the credit card information.

3. Click Charge This Card or press the Enter key to complete the transaction.
Note: If you will submit this charge outside of Gym Assistant (e.g.
through a standard desktop retail credit card terminal) then
click Manual Charge. You will then be asked if the charge
was approved or declined. Be careful, though ... clicking
Manual Charge will record the payment, but it will not submit
the charge for you.

Charging a Credit Card on File

1. Click CC on File (or press the ‘C’ key) to charge the credit card on file for this
member.

Note: This button is only enabled if the currently displayed member
has his billing option set fo “Credit Card.”

2. Click Yes to confirm that you want to charge the members card on file.

Page 48 of 185 GymAssistant 2.02 (20131212)-draft[1].doc



Gym Assistant @

[0‘, Charge to CC on File for #2 Diana Redding?

Amount: $10.83

Card#: 4110000001111

Mo | [ ‘fes

After submitting the charge Gym Assistant will report if the charge was successful.

Gym Assistant @

|'0| $11.90 has been Charged to Credit Card for:

#2 Diana Redding.
APPROVED
APPROVED

AVS=Not Available
TransactionID=000130918173556373

Applying Charge to Member Account

Gym Assistant can allow a member to charge purchases or membership fees to her
member account (basically to “run a tab”), which will add a given amount to the member’s
Account Balance. When the member makes her next membership payment her account
balance will automatically be added to the membership fees collected, and the balance
will be cleared.

1.

Click Member Account (or press the ‘M’ key) to charge this transaction to the
Member account for this member.

Note: The Member Account button is only enabled if the currently
displayed member has a Billing Status of Active.

Click Yes to confirm the charge to the member’s account.

Gym Assistant @

[9‘, Charge 16.24 to Member Account for #2 Diana Redding?

Gym Assistant will report the member’s new account balance.

Gym Assistant @

[0‘, $16.24 Charge has been applied to Account for:

#2 Diana Redding.

Current Member Balance is $16.24
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Edit Member Record

You can directly edit all of the fields in the member record directly, but we strongly
recommend that you use other functions when making changes to a member’s contract
(recording payments, starting new contracts, inactivating/reactivating members). Editing
a member’s record directly may sometimes seem convenient, but it will not leave a useful
audit trail for statistics and business reporting.

To edit a member’s record directly click Edit Member Record or select Edit Member
Record from the Member menu.

Personal Info Tab

Edit Member Info for Member #2, Diana Redding @

Personal | Contract | Other
Membership #:

First Name: | Diana Last Name: Redding

Address1: | 123 Cherry Lane |

Address2: | |

City/State/ZIP:  5an Bruno, CA 94666 -
Home Phone: | 650-555-1212 Mobile: | 650-301-4462 Work Phane: | 415-555-1212

Birth Date: @ Gender: [ &

Email: | diana @gymassistant.com |

Emergency Contact: | Robert Redding, spouse 415-555-1212 |

Cancel I [ OK ]

Note: You can not change a member’'s Membership # from this
window To change a membership # you must select Special
Features from the Utilities menu, then select “Change
Membership #” from the list.

Gym Assistant can maintain a pre-filled list of often-used City/State/Zip entries.

e Select from the prefilled list by clicking on the downward triangle to the right
of the City/State/Zip field.

e To add the current value to the prefilled list, click on the triangle and select
“Add Current Entry to List.”

e To edit the prefilled City list select “Prefilled Lists” from the Settings menu.
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Contract Info Tab

Edit Member Info for Member #2, Diana Redding \EI
Personal | Contract | Other
Eillng Plan: | ¢y, Due Date: [ 09/30/13 Signup Date: | 09/20/11
Biling Option: [Credit Card v] [ ccwmfe | Last Paid Date: | 09/18/13 Contract Begin: | 09/20/11
Billing Amount: | 45,25 Last Paid Amt: | 124.38 Contract End: | 12/31/12
Biling Status: [ zcTve - l:l Freeze Date: | 00,/00/00
Terminate Billng: UnFreeze Date: | 00/00/00
|| *Get Biling Amount from member record instead of Membership Type [ Advance Due Date at UnFreeze

[~ Advance Contract End at UnFreezt
Monthly Add-Ons: | - none - | [

Set Monthly Add-Ons

Responsible Member: [ none -

| [ Set Responsible Member ] [Claar ]

Cancel ] | OK ]

Notice that all of the Contract fields are disabled by default. To enable editing for the
contract fields click Admin and enter a user login with Member Admin privileges.

To change the Billing Plan for a member click Change. The Contract Info window will

appear.
Contract Info for Member 22, Diana Redding @

Select a Plan

Plan Type: [Membership Flans hd

Flan Selected: b R ] l Edit Plans
Biling f Payment Options

Biling Option: | cradit card v]
Recurring Biling Amount: § | 45,95 Add-Ons

Change the Plan Type to display Membership, Punchcard or Day-Pass plans.

Note: The Billing/Payment Options list will change to display only
the Billing Options available for the selected plan. The
Recurring Billing Amount will display the amount for the
selected plan and billing/payment option.

To edit your club-wide pricing structure, click Edit Plans. Note that this will change
your pricing structure for all members, not just the current member.
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Other Info Tab

The Other tab contains all other member fields.

Edit Member Info for Member #2, Diana Redding @
Personal ICont’act Other
Comment: -
*Alert: Bounced Check - must pay before entering fadility. -
* Alert will deny entry
Bar-Code #: | | | Set Bar Code | Fingerprint? NO m Delete Custom
Last Tan Time: 00/00/00 PRt oo silver Sneakers ID: I:I Fields
r
Driver's License -
Referral | arry -
Corporate Membership  5an Bruno Fire Dept -
Interests  weights, Cardio, running -
Cancel ‘ [ oK.
Comment The Comment field displays prominently when viewing a member’s

record. (See “Prefilled Lists” below.)
Alert The Alert field displays prominently when viewing a member’s record.
(See “Prefilled Lists” below.)

Note: Any Alert will deny

entry for that
member.
Barcode # Enter the member’s barcode # or click Set Bar Code and then scan
the barcode with the barcode reader.
Last Tan Time For those clubs utilizing GateKeeper to control access into a tanning

room, this field shows the last time the member recorded a tanning
session. Click Clear Last Tan to reset this value.
Silver Sneakers ID Enter a member’s Silver Sneakers ID in this field.
Fingerprint For those clubs utilizing a fingerprint scanner to control access, this
field will show if the current member has a fingerprint on file.
Click Register New to register a new fingerprint for this member.
Click Delete to delete the current member’s fingerprint on file.
Custom Fields You can use the four Custom fields to store any information for your
members.
To rename the fields select Custom Fields from the Settings menu.

(See “Prefilled Lists” below.)
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Family/Dependent Members

You can link members for billing purposes. One family member is designated as the
“primary” (or “responsible”) member, and the other family members are designated as

“dependents” of the primary member. For example, a family may have Dad, Mom and 2
kids.

Gym Assistant can handle family memberships in two ways: with a fixed price for the
entire family (e.g. $70/month for up to 4 family members) or with added fees for each
dependent (e.g. $40/month for first family member and $20/month for additional family
members). With either method every family member will have a membership record in
the database so that you can track revenue and usage for each individual.

Note: All family members must have the same Due Date and Billing
Period (monthly, annual, etc.) (though not necessarily the

same Billing Option.

Making an Existing Member Dependent on Another Member (“Linking”)

1
2
3.
4

Display the member who will dependent.
Click Edit Member Record.
Click Admin to enable the contract fields.
Click Set Responsible” Member.
Edit Member Info for Member £5, Peggy Wetanson \EI
Personal | Contract | Other
Biling Plan: | add on child Change Due Date: E| Signup Date: E|
Biling Optien: | anthly » | | AutoBil Info Last Paid Date: El Contract Begin: El
Billing Amount: Last Paid Amt: Contract End: @
Biling Status: | acTvE - l:l Freeze Date: [00/00/00 (2]
Terminate Biling: [yeyer = UnFreeze Date: @
Advance Due Date at UnFreeze
Advance Contract End at UnFreezy
Monthly Add-Ons: [ none - — | [ setMonthly Add-Ons
~
Responsible Member: | - none - @dble Member ‘ D Clear |
Cancel ] OK ]

5. Enter the membership number or name of the primary member who will be

6.

responsible for payment and click OK.

Find Member @

Pleaze spedfy the Responsible Member

Enter member # or first letters of Last name.

Confirm by clicking Yes.
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Are you sure you want to make #2 Diana Redding responsible for this member?

Mo ] [ Yes

7. The Responsible Member should now be displayed.

Edit Member Info for Member 25, Peggy Wetanson \EI
Biling Plan: | s44 on child Due Date: Signup Date:
Biling Option: AutoBill Info Last Paid Date: Contract Begin:
Billing Amount: Last Paid Amt: Contract End:
Biling Status: Freeze Date:
Terminate Billing: UnFreeze Date:

D Advance Due Date at UnFreeze
[] Advance Contract End at UnFreeze

Monthly Add-Ons: | I | [ Set Monthly Add-Ons
"
Responsible Member | | Member #2, Diana Redding | [} Set Responsible Member ] [ Clear ]
W/
Admin
Cancel ] [ OK ]

8. Make sure that the dependent member’s billing period (Monthly, Annual, etc.) is the
same as the responsible member. Dependent members should not have a billing
option of Credit Card or ACH, as these will only apply to the responsible member.

Unlinking a Dependent Member
1. Display the dependent member.
2. Click Edit Member Record.
3. Click Admin to enable the contract fields.
4

Click Clear next to the Set Responsible Member button.

Edit Member Info for Member 25, Peggy Wetansen \EI
Personal | Contract | Other
Biling Plan: | adq on child Due Date: | 03/15/13 Signup Date: | 06/29/03
Biling Opton: | monthly - | [ AutoBil Info Last Paid Date: | 03/05/05 Contract Begin: | 06/23/03
Billing Amount: | 25.00 Last Paid Amt: | 25.00 Contract End: | 03/21/13

Billing Status: [ sy = Freeze Date: |00/00/00
Terminate Billng: UnFreeze Date: | 00,/00/00

D Advance Due Date at UnFreeze
[] Advance Contract End at UnFreeze

Monthly Add-Ons: | - nane - | [ Set Monthly Add-Ons
-
Responsible Member: | Member #2, Diana Redding | [ Set Responsible Member ﬂ [ Clear ]
Cancel ] [ CK. ]

5. The Responsible Member should now be empty.
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Member Financial Information

Gym Assistant only stores financial information for members with a recurring billing option
of ACH or Credit Card.

Updating Member Credit Card Information

There are three ways to access a member’s credit card info:

e While viewing a member’s record right-click on the Credit Card billing option. The
cursor will change to a hand when you are over the clickable area if the member has
a billing option of Credit Card or ACH.

Personal | Contract | Other

Billing Plan: Add On Child
Billing Option: Credit Card
Billing Amount: 25.00 .

o While viewing a member’s record select Update Financial Info from the Member
menu.

e While editing a member’s record click CC Info.
Billing Plan: | -p Change

Billing Option: | credit card CC Info s
— [
Billing Amount:

The member’s current card information will be displayed (with part of the credit card
number masked for security reasons).

Verify Credit Card Info (23w
‘e| Please verify the credit card info on file for this member:
Card #  411D0000003(1111 View | Madify
Exp Date: 0314
CardHolder: Diana Redding Eptenlion)

Biling Street #: 2000
Billing Zip: 94611

Verification: none

Cancel

e Click Accept to keep the current card info.

e Click View/Modify to edit the current card info (e.g. to update the card
expiration date).

e Click Enter New to enter information for a new credit card.
To enter a new credit number:

e Enter the credit card number (without spaces or dashes) into the Card # field.
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e If you have a USB credit card reader slide the card through the reader (with the

cursor in the Card # field). The Card #, Exp Date and Cardholder Name fields will
populate automatically.

Note: Always fill the CC Billing Street # and CC Billing Zip fields to
ensure that your credit charges incur the lowest processing
fees from your merchant services provider.

e Click Print Authorization to print an authorization form for your members to sign.

Note: Most clubs will include such authorization in the membership
contract, so this may not be needed. (You can edit the “CC-
Auth.txt” form selecting Edit Form Template from the
Documents menu.)

Tokenizing Card Information for Maximum Security

Page 56 of 185

If you are utilizing one of the available integrated credit card processors (Merchant
Warehouse, IP Pay or JetPay) then you have the option of transferring the member’s
sensitive cardholder information to the merchant processor. This process is called
“tokenizing”, because the processor will return to Gym Assistant a “token” that can be
used to represent the member’s card number. Because the sensitive card information
does not reside on your computer this presents the easiest way to confirm that your
business is PCI compliant.

Note: For more information about PCI (Personal Cardholder
Information) regulations and compliance please refer to your
merchant processor.

Credit Card Info for £2 Redding, Diana (23]
Credit Card Information
Print Authorization
Card #: 4111 X New
—

Bem (= _
Exp Date (MM/YY): ha14 Tokenize k
Cardholder Name: Diana Redding
CC Biling Street #: 2000 {First 5 digits only)
CC Biling Zip: 94611
Verification Status: = Card is NOT Verified! <

Cancel

To tokenize a member’s credit card information click Tokenize. Gym Assistant will send
the card information to the processor and then display “Verified+Tokenized” under the
card number.

Card #: 411 New

Verified +Tokenized ——
Exp Date (MM/¥Y): 0814 B
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Updating Member ACH (bank) Information

There are three ways to access a member’s ACH info:

e While viewing a member’s record right-click on the ACH billing option. The cursor will
change to a hand when you are over the clickable area if the member has a billing
option of Credit Card or ACH.

Personal | Contract | Other

Billing Plan:

b
Billing Option: @
ot

Billing Amount: 49,95

e While viewing a member’s record select Update Financial Info from the Member
menu.

e While editing a member’s record click ACH Info.

Billing Plan: |~ 1, Change

Biling Option: | 4 ACH Info
||

Billing Amount:

The member’s bank information will be displayed (with most of the bank numbers masked
for security reasons).

Bank Account Verification @
[0] Flease verify the bank account info on file for this member:
- Routing #: 1¥*%%¥g40
Acrount #; FEEETEEEEES 367 View | Modify
Bank Mame: Ydte Am Dcjbprh Enter New
Cancel

e Click Accept to keep the current bank info.
e Click View/Modify to edit the current bank info.

e Click Enter New to enter information for a new bank account.

Tokenizing ACH Information for Maximum Security

If you are utilizing one of the available integrated ACH processors (IP Pay or JetPay) then
you have the option of transferring the member’s sensitive bank information to the
processor. This process is called “tokenizing”, because the processor will return to Gym
Assistant a “token” that can be used to represent the member’s bank information.
Because the sensitive bank information does not reside on your computer this presents
the easiest way to confirm that your member’s financial information is secure.
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ACH Info :
Account Mame: Vijgf, Ullkid, Unsjafbt & Lkmfq
Bank Name: dte Am Dcibprh
Routing #: LA S = —
1 - 0 1 Mew Account

Account #: Jesmssesrrang T |
Account Type: Checking -

Print Authorization [ Cancel ] [ OK ]

To tokenize a member’s bank information click Tokenize. Gym Assistant will send the

bank account information to the processor and then display “Verified+Tokenized” under
the card number.

e

ot

)

3
i
i
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Punchcard Add-Ons

A Membership Add-On is anything that can be paid for separate from the regular
membership. Some common examples of member add-ons would be personal training
sessions, aerobics classes and tanning sessions.

Punchcard Add-ons are very different than Punchcard Plans. With a Punchcard Plan,
one visit is deducted every time the member walks into the club. With a Membership
Add-On, a credit is deducted only when the member uses one of her pre-purchased add-
on credits.

Setting up Punchcard Add-Ons

To setup your Punchcard Add-Ons price list select Punchcard Add-Ons from the
Settings menu.

Member Add-Ons @
Locker Rental (10 for 10.00) -
Personal Training {5 for 300.00)
Spinning 10 for 150.00 =
Tanning 10 for 80,00

Print List

Click New to create a new punchcard add-on or click Edit to edit an existing add-on.

oo

Add-On Name: Tanning

Credits per package: 10

Package Cost: $ 30,00

[T tnactive (wil not appear in lists)

Cancel ]

Enter a Name for the add-on (e.g. “Tanning”, “Personal Training”, “Spinning”, etc.).
Enter the number of Credits per Package.

Enter the Cost for each package.

A wDdPF

Check Inactive only if you do not want this add-on to appear in selection lists (e.g. if
this option has been discontinued).

5. Click OK to finish.

Purchasing a New Punchcard

6. While viewing a member record click the Add-Ons button.
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Member Add-Ons
Add-On Name (Credits)
Personal Training (5
T R — U Cradt ] Use cne et o the selected adn
Add credits to the selected add-on
Adjust Adjust the credits for the selected add-on
Remove selected add-on from this list
7. Click Purchase New.
Select Activity (3w
Select an Add-On to purchasze:
Locker Rental {10 for 10.00) -
Personal Training (5 for 300.00)
Spinning {10 for 150.00
Tanning 10 for 80.00] k

8. Select which add-on to purchase, then click OK.

Purchasing Additional Credits for an Existing Punchcard

1. While viewing a member record click the Add-Ons button.

2. Select the Add-On for which to add credits and click Purchase More.
Recording Usage of Punchcard Credits

Punchcard credit usage must be recorded by staff at the front desk.

1. While viewing a member record click the Add-Ons button.

2. Select the Add-On for which to record a credit used and click Use Credit.
=

Confirm Activity Use

':. “Tanning”™
Credits Remaining: 10

Do you want to use a credit for this activity?

Cancel

3. Click Use Now.
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4. The number remaining credits for the member’s punchcard will be displayed.

Actities Remaining @

9 credits remaining for “Tanning™

Other Member Punchcard Functions
Member Add-Ons @
Add-On Name (Credits)
W i Use one credit for the selected add-on
Add credits to the selected add-on
Adjust the credits for the selected add-on
Remove selected add-on from this list

Click Adjust to adjust the number of credits remaining for the selected Punchcard.

Click Delete to remove the selected punchcard for this member. A punchcard can only
be deleted for a member if there are no credits remaining on that punchcard.

Click Settings to edit the Punchcard Add-On price list for the club.
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Comments

A comment will appear prominently when displaying the member’s information.

View Member Info [3a)
#2 Diana Redding
Memberchin lin-tn-Datel 7
= Record a Payment
Good friend of owner - V.LP.
T
0 visits this menth, 0 last month, 0 total
: : e
Personal | Cantract | Other [ Notes ]
Billng Plan: Club Due Date: 09/30/13  SignupDate: 09/20/11
Biling Option: Credit Card Last Paid Date: 08/18/13  Contract Begin: 08/20/11 Add-Ons
Biling Amount: 49.95 Last Paid Amount: 124.38 Contract End: 12/31/12 Journal History
Billing Status: ACTIVE Current Balance: 0.00 Freeze Date: —f—/—-
Terminate Biling:  Never Last Check-In:  00/00/00 UnFreeze Date:  —f—f—
Membership Add-Ons:  ~none
Linked Memberships: -none -
Enter Member # or Name: View Clear Display <<Prev | [Next>> Monitor Check-Ins
Display Gateieeper Check-ins [~ Display Alerts

Note that a member comment is limited to one line, so it is only appropriate to display
short blurb. The member comment is only for display

To enter a member comment while viewing a member’s record click Comment or select

Comment from the Member menu.
Click to choose
from Prefilled List

Gym Assistant @

Enter Comment for Diana Redding:

Good friend of owner - V.LP.

Cear | [ e | [ x|

The Entire Comment window has a pre-filled list on the right so you can choose from
often-used comments. (See “Pre-Filled Lists” elsewhere in this document.)
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Alerts

An alert will stop a member from entry into the club. Alerts are generally more critical

situations where the member needs to talk to someone at the front desk.

View Member Info

#2 Diana Redding

Alert! Please see staff member.

Bounced Check -- must pay before entering facility.

Al rements on fil

0 visits this month, 0 last month, 0 total

Add New Member

Record & Payment

Edit Member Record

Alert Comment

Picture Bar Code

Personal | Contract | Other Motes
Billing Plan: Club Due Date: 09/30/13 Signup Date: 09/20/11
Biling Option: Credit Card Last Paid Date: 09/18/13 Confract Begin: 09/20/11
Billing Amount: 49.95 Last Paid Amount: 124.38 Contract End: 12/31f12
Billing Status: ACTIVE Current Balance: 0.00 Freeze Date: —fef-

Terminate Biling: Mever Last Check-In: 00,0000 UnFreeze Date: —fef-
Membership Add-Ons: - none
Linked Memberships: - none -

Enter Member  or Name: || | [ view ] [ ClearDisplay | [<<Prev | [Next>> | [ Monitor chedkIns |

[¥] Display Gatekeeper Check-ins

[ Display Alerts

To enter a member alert while viewing a member’s record click Alert or select Alert from
the Member menu.

Gym Assistant
Enter alert for Diana Redding:

Click to
choose from
Prefilled List

Bounced Check. Must pay with cash or CC before entering.

[ e | [ cancal | [ o

The Enter Alert window has a pre-filled list on the right so you can choose from often-
used alerts. (See “Pre-Filled Lists” elsewhere in this document.)
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Member Notes

Member Notes provide an unlimited capacity to keep free-form notes for each member.
Notes are time/date stamped automatically to provide an accurate chronological record.

To view the notes for a member while viewing his record click Notes or select Notes from
the Member menu.

MNotes for Redding, Diana = @

-

09/09/13 07:34R
Enother member found her wallet it in a locker. Wallet was returned to Diana.

09/08/13 09:01F
Diana reported that she lost her wallet somewhere in the locker room. We will keep an eye out for it.

04/20/13 03:14F
Member will be leaving for excended trip starting in October. Inguired about whether she can freeze her
membership for 3 months. Will talk to manager and get back to her.

Manager told her that we can extend her payment due date when she leaves 3o she won't be charged for 2 of the 3
months. She was happy with that.

Print | ‘ Save Edit Notes ‘ ‘Add New Note

To add a new time-stamped note for this member, click Add New Note.

To edit the existing notes click Edit Notes.

Individual / Variable Pricing

Gym Assistant is designed around a structured pricing scheme, which gives you greater
control over your membership types as a whole. You can change the pricing for a given
membership plan, and that price change will be applied to every member of that plan
type. In some cases, however, you may want to set pricing for individual members.
Examples might include long-time members that were offered special pricing in the past
or new members for which you want to offer a special deal.

Individual pricing allows you to have a different price for every member (maximum
flexibility), but you lose the convenience of higher-level control.

Note: You can always offer a one-time deal to a member at the time
you collect money from a member. For example when you
sign up a new member, or when you take a manual payment.
Just click Admin and set the price for this payment. This will
not change the recurring billing amount for the member, just for
the current transaction.
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Individual pricing must be enabled for any membership plan for which you want to it
available. You must then turn on individual pricing for each member that will have a
special billing amount (rather than the default billing amount for the membership plan).

Note: We recommend that you create a special membership plan for
special memberships (maybe called “Special’) and turn on
Individual pricing only for that plan.

Turning on Individual Pricing for a Membership Plan

1. In the Edit Membership Plan window click Advanced.

2. Check the box for “Allow Individual Pricing,” then click OK.

Membership Type Advanced Settings @
[ Lirmit Hours of Entry Set Hours
Pro-rate amount due at sign-up:
Pro-Rate amount due at contract end:
Minimum days to pay at signup: 0 (set to zero for default)
Allow Individual Pricing ) (Use only for special memberships)
EFT Biling Period: 3-Month l Change EFT Biling Period ]
’ Cancel ] [ oK l

Turning on Individual Pricing for a Member

1. Inthe View Member Info window click Edit Member Record.

2. In the Edit Member Info window click Admin to enable all available controls.
Note: The Billing Amount field is not enabled (as it is not for other
membership plans).
3. Check the box “Get Billing Amount from member record instead of Membership
Type”.
Edit Member Info for Member #7, Kristin Kanes 3w
Personal | Contract | Other
Biling Plan: | g e ge Due Date:[05/01/13  |[»] signup Date: [04/05/11  |»]
Biling Option: | manthiy - AutoBil Info Last Paid Date:@ Contract Begin: @
C Biling Amount: | T - _) Last Paid Arrrt: Contract End: B
Bilng Statusi [acTve ] L] Freeze Date: [00/00/00 )
Terminate Biling: [ever  +| UnFreeze Date: [00/00/00  |»]
‘ Get Biling Amount from member record instead of Membership Type ) [] Advance Due Date at UnFreeze
[C] Advance Contract End at UnFreeze
Monthly Add-Ons: [~ none - | [ set Monthly Add-Ons |
Responsible Member: [Member #8, Stanley Prodger | [ Set Responsible Member | [ Clear |
Cancel ] oK

4. The checkbox and Billing Amount fields will highlight in yellow to indicate that pricing
for this member will not be set from the membership plan.
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5. The Billing Amount field is now enabled and the recurring billing amount for this
member can be set to any value.

Click OK to save the values for this member.

7. The View Member Info window will now display a (v) next to the member’s Billing

[INe]

Amount. The “v” stands for “variable).

Contract | Other

Biling Plan: College
Biling Option: Maonthly
Biling Amount: 33.00(\D
Biling Status: ACTIVE
Terminate Biling: Mever

“

8. In member reports the member’s Billing Amount will also display a “v” to indicate that
this member’s billing amount is Variable.

Member Member Memberzhip Billing Billing
Number MName Type Option Amount
1 Member, Manny Club Credit Card 49,95
2 Schmitt, Kyle Add On Child Credit Card 25—
3 Landers, Larry College Monthly
4 Horowitz, Dawid & Emmy Add On Child ManthTy 6
c Watancnn Dammi AdAd Nm Thald Minm+hlve 2NN

Freezing/Unfreezing Members
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Gym Assistant can automatically freeze and unfreeze members. A member who is
“frozen” will not be billed while frozen, and they will not be allowed entry into the club. An
example of freezing a member would be someone who will be on vacation during the
month of July. You set the date on which the freeze will start (7/1) and restart (8/1).

Freeze Member @
EI Today
E| Today

Freeze Date: 07/01/13
UnFreeze Date: 08/01/13
/| Advance Due Date at UnFreeze

V| Advance Contract End Date at UnFreeze

Reason for the Freeze:

0On vacation for surmmer.

| Cancel | [ 0K

1. Setthe Freeze Date and Unfreeze Date.

2. Check the box Advance Due Date at UnFreeze if you want to credit the member for
the time of the freeze (if they won’t be expected to pay for that time period).

3. Check the box Advance Contract End Date at UnFreeze if want to extend the
member’s contract by the length of the freeze.

4. Enter a Reason for the Freeze to add a note to the member’s Journal history when
the freeze is activated.
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Handling the End of a Membership

A member will be denied entry to the club if any of the following is true:

Payment is due (the member’s due date has been reached).

Member has a Alert.

Member’s Billing Status is set to anything other than “Active”.

The Terminate Billing flag specifies a trigger to stop billing a member:

If a member does not have a contract (month-to-month or paid-in-full membership)
then Terminate Billing should be set to Never.

If the member has a contract but the contract length is basically a minimum

commitment then Terminate Billing should also be set to Never.

If a member’s billing will end at the end the contract (e.g. they must sign a new
contract after 12 months) then Terminate Billing should be set to At Contract End.

If the member will be terminating before the end of his contract or he has no contract
and has decided to drop his membership, then Terminate Billing should be set to At
Due Date. Atthe member’s Due Date, his Billing Status will be changed to

“Terminated” and he will no longer be billed or allowed entry.

Looking Up a Member

You can look up a member by name, membership / barcode number, or search.

Wiew Member Info

Enter member # or name to display info

No measurements on file.
0 visits this month, 0 last month, 0 total

Personal | Contract | Other

Add New Member

==

Biling Plan: Due Date: ---- Signup Date:
Biling Option: Last Paid Date: ---- Contract Begin:
Biling Amount: Last Paid Amount: ---- Contract End:
Biling Status: Current Balance: ---- Freeze Date:
Terminate Biling: Last Check-In: - --- UnFreeze Date:
Membership Add-Ons: - none e
Linked Memberships:
Enter Member # or Name: | arry ‘ [_view | J[ Clear Dispay | [=<prev | [Hext >> | [ Monitor Check-Ins |
Display GateKeeper Check-ins [ Display Alerts
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Lookup by Name

Enter part of the member’s first and/or last name, then click View (or press the ENTER
key). If your entry is not a unigue match then a list of possible matches will appear for you

to choose.
Select a Member @
Select a member:
Jones, Joan & Janice (#1005) -
Jones, Sandi (#1235
Gaash, Jonathan (#1146) Select
Harlan, Jon (#1304)
Kim, Jonathan (#355)

Note: Enter part of a member’s first and last name (separated by a

space) to get a better match.

Lookup by Number

Enter a membership number or barcode number to directly lookup a member.

Lookup by Text Search

Select Find a Member from the Member menu (or press Ctrl+F) to search all member

fields for a member. Gym Assistant will search all member fields for a possible match
and display a list of members that contain the search text.

Gym Assistant @

Search for text:

dty

Cancel ] [ oK %J
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GateKeeper: Member Check-In

Member visits are recorded automatically through GateKeeper when a member scans a
barcode. These visits are recorded regardless of what window is active in Gym Assistant,
and even if Gym Assistant is not the active window.

When a barcode is scanned you should hear two sounds: first the scanner emits a high-
pitched beep to indicate that it successfully received the scan, then GateKeeper emits a
“ping” or “buzz” to indicated an allowed or denied entry.

You can manually check in a member from the View Member Info window in Gym

Assistant. Just enter the member’s name or number to display the member, then click
Record Visit.
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Chapter 6 - Billing: Credit Cards

The degree to which you can integrate credit card processing into Gym Assistant
depends on your current setup and what changes you are willing to make. The most
seamless method lets you process cards directly in the software, which allows you to
process all of your monthly billing in only a few minutes each month.

Credit Card Processing Method Options
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Fully-Integrated Processing: The Direct Method

This is by far the most efficient way to handle credit cards in Gym Assistant. Gym
Assistant directly submits charges to the processor in real-time through the Internet.

When a member hands you his credit card at the time of purchase, you can swipe the
credit card through a USB credit card reader (available in our Online Store). Gym
Assistant then submits the charge and obtains approval in about two seconds. If you
don't have a credit card reader, then you can manually enter the credit card information.

For monthly billing, Gym Assistant will generate a list of all members that should be
charged for a given billing date. The program will then submit all of the charges in one
step, recording the payments and updating records for all members whose charges were
approved. After running all of the charges Gym Assistant will display a list of the
declined and approved charges. If a member's card is declined then their payment will
not be recorded and they will automatically be denied entry. You can run charges again
for the declined members at any time later.

For more information about companies that offer integration with Gym Assistant please
call us or check out our website at www.gymassistant.com.

Fully-Integrated Processing: Using PC-Charge

For those clubs who already accept credit cards and do not want to change processors,
PC-Charge/Pro is 3rd party software that is compatible with almost any merchant
processor. When coupled with a USB credit card reader (available in our Online Store),
PC-Charge Pro can replace a standard retail credit card terminal. Transactions are
submitted through the internet, so you will not need a dedicated phone line for processing
credit cards.

Using this method, Gym Assistant can submit charges through PC-Charge/Pro in real-
time exactly like the Fully-Integrated Processing: The Direct Method. The only
difference is that Gym Assistant submits charges through PC-Charge, rather than
directly through the internet.

You may be able to obtain PC-Charge directly from your merchant processor. Once PC-
Charge has been configured and you have run a test charge directly we can walk you
through the Gym Assistant setup in about 5 minutes. Gym Assistant is compatible with
both PC-Charge "Pro" and PC-Charge "Payment Server."

Note: One current limitation of PC-Charge is that, as of this printing,
PC-Charge is not supported on any Home edition of Windows
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or any 64-bit edition of Windows. Please confirm that your
computer is compatible with PC-Charge before purchasing
their software.

Manual Submission: The Low-Tech Method

For those clubs who already have a standard desktop retail credit card machine and want
to keep their current processor, Gym Assistant provides some tools to make your life
easier as well.

Retail Credit Card Terminal

When a member hands you his card at the time of purchase, just indicate in Gym
Assistant that he will be paying by credit card. The software will then ask if the charge
was approved. Swipe the card through your desktop terminal and run the charge as you
normally would. Once the charge is approved (or declined) return to Gym Assistant and
click "Approved" or "Declined."

For monthly billing, Gym Assistant will generate a list of all members that should be
charged for a given billing date. The program will then display a list of credit card
numbers, expiration dates and amounts to charge. You can use this list to manually run
each charge through your credit card terminal. Once you have finished with the list, Gym
Assistant can record all of the approved charges and update those member records in
one step.

External Processing

If you are processing credit cards completely outside of Gym Assistant (maybe through
an online service) then Gym Assistant still provides some tools to make your life easier.

e For swiped/manual transactions, simply tell Gym Assistant that the charge was
approved.

e For monthly billing, Gym Assistant will generate a list of all members that should be
charged for a given billing date. You can then record all of the approved charges and
update those member records in one step.

Batch Export

Some merchant processors offer an online website that allows you to upload a batch of
transactions in a text file. After the charges have been processed, a list of approved and
declined charges is usually displayed. Gym Assistant can generate many different
export formats including customizing options. You can then record all of the approved
charges and update those member records in one step.

Please don't hesitate to call or email us if you have any questions about payment
processing. We want to help you find the solution that is right for your business.

General Credit Card Settings

1. To setup credit card processing, select Credit Card Processing from the Settings
menu.
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Credit Card Processing @

Processing Method: Integrated - IP Pay - | Settings

Require Tokenization for stored card numbers {if available)

Process 'Card Present’ transactions externally

Mumber of credit card receipts to print: 1 -

Credit Cards Accepted

VISA MC

AMEX DIsC

Cancel

Set the Processing Method to indicate how you will be processing your credit cards.
You will find further details about each processing method below.

Check Require Tokenization to require that all stored credit card number is
tokenized. Checking this box will ensure the highest level of security for your
members’ credit card information. (See “Tokenizing Card Information for Maximum
Security” elsewhere in this document for more information about tokenizing credit
card info.)

Check Process ‘Card Present’ transactions externally if you will not be processing
manual credit card charges through Gym Assistant (e.g. if you have a desktop credit
card terminal).

Specify the Number of credit card receipts to print.

Under Credit Cards Accepted enter the abbreviation for credit card types that are
accepted.
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Specific Process Method Settings

You can find detailed up-to-date instructions for your specific processing method at:

http://www.gymassistant.com/support/documents/index.php#billing

Note: If you are running Gym Assistant in a Networked
environment, then the settings for each Card Processing
method must be configured ON EACH workstation individually.
Integrated — Merchant Warehouse
Select this method if you will be interfacing directly with the Merchant Warehouse Internet
gateway. (See the “Configuring for Merchant Warehouse” section below for additional
settings)

Integrated — IP Pay

Select this method if you will be interfacing directly with the IP Pay internet gateway. (See
the “Configuring for IP Pay” section below for additional settings)

Integrated — JetPay

Select this method if you will be interfacing directly with the JetPay internet gateway.
(See the “Configuring for JetPay” section below for additional settings)

Integrated — PC Charge Pro

Select this method if you will be interfacing directly with PC Charge software. (See the
“Configuring for PC Charge” section below for additional settings)

APS
Select this method if you will be sending batch files to APS.
Manual Entry

Select this method if you will be entering credit card numbers manually on a retail
terminal.

CC-External

Select this method if you will be setting up automatic recurring charges (independent of
Gym Assistant) through your bank or credit card processor.

Authorize.net Export

Select this method if you will be exporting batch files for uploading to the Authorize.net
web service.

ICVerify Import

Select this method if you will be exporting batch files into ICVerify software.
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Custom Export

Select this method if you will be exporting custom-format batch files for uploading to your
merchant processor.

Running a Test Credit Card Transaction

If you are using one of the integrated processing methods, then we recommend that you
run a test transaction using a real credit card to confirm that the system is working

properly.
1. Select Special Features from the Utilities menu.
2. Select Run CC Charge from the list and click OK.
3. Enter an amount for the transaction and click OK.
4. Enter your credit card information or swipe your credit card through a USB credit card
reader if you have one.
Credit Card Transaction @
Charge Amount: L.00
Credit Card #: 4111111111111111 VISA
Exp (MMYY): mi
Cardholder Name: Test Customer
Card Verification #: Goa
¥ | Print Credit Card Receipt
Manual Charge Cancel | | Charge this card %J
5. Enter the security code from your credit card (for VISA/MC/Discover this is the last 3
digits on the back of the card, for AmEX this is the 4 digits in the top right on the front
of the card).
6. Click the OK to process the transaction.

Processing Credit Card Members

Process Summary

4,

Select members to charge: A list is created of members due on or before the billing

date.

Clean up invalid card info: Any members with invalid credit card info can be fixed.

Process the payments: Member credit cards are charged.

Record payments: All payments are recorded in Gym Assistant.

Selecting Members to Charge

1.
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Select Process Credit Card Members from the Billing menu.
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Process Credit Card Members @
Biling Date: [12/01/13] - [
Maximum Aging: S0 days
| Indude all members with Account Balance Due
Minimum Balance Due: 0.00
Cancel | [ QK

Billing Date determines what members will be billed. Only members due on or before
the Billing Date will be billed.

e Select a “Billing Date” from the drop down menu.

e Typeina“Billing Date.”
e Click the calendar El button to specify a “Billing Date.”

Note: Only members who are due on or before the “Billing Date” will
be included in the billing list.

Maximum Aging allows you to filter out members who are delinquent by more than a
few months.

For example, you might not want to bill members who are more than 3 months past
due.

If you specify a Maximum Aging of 90 days then members who are due more than 90
days before the Billing Date will not be included in the list.

Include all members with Account Balance Due allows you to include any member
with a balance due even if that member does not have a membership payment due.

For example, a club might allow members to charge retail purchases to their member
accounts for later payment. They could run the billing weekly to collect for the retail
balances owed.

Click the OK to continue.

The Credit Card Billing window shows a list of all members-to-be-billed with all
members selected.
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Credit Card Billing E

Select Members

Hold down CTRL key while dicking to select/deselect list items

(43,95 +tax)

81 members selected ($3,461.33)

Each responsible member is displayed with the following information:

e The billing amount for responsible member
e The balance owed for responsible member

e Total amount due for all dependents

For example, if the amount shown is (2x28/43.00+28.00) then the responsible
members owes membership fees of $28 each for 2 months, a previous $43 balance
owed, and $28 for his dependents.

7. Hold down the CTRL key while clicking on a member in the list to select or unselect
that member.

Note: The total number of members in the list and total amount billed
appears at the bottom of the window.

8. Click the OK to continue.
Cleaning Up Invalid Credit Card Info

The Credit Card Cleanup window shows the number of members with invalid or expired
credit cards.

Credit Card Cleanup E

valid Records: 79
Records with Invalid Info: 1
Records with Expired CC: i

l View Invalid Records I View and Fix invalid records

[ Continue ] Process valid records

[ Cancel ] Cancel processing

1. Click View Invalid Records to see the list of invalid records and make any
corrections.

Page 76 of 185 GymAssistant 2.02 (20131212)-draft[1].doc



Monthly Credit Card Members Due Before12/01/13  [Club Demo 10/22/13] o |3 =5

CREDIT CARD PROCESSING

Club Demo

123 Fitness Blvd
Alameda, CA 94501
510-865-1815

Frocess Date: 12,/01/13
Submission Date: 12/01/13

Number of items: 2

Total Amount: $81.13
Number Name Card Number Status card Exp  Payment  Errors
466 Rohn, Joe 721130000008 821 0116 54.07 »» Invalid Card# <<

1018 spacciapolli, SCOLL 411 10000001111 SEXPE

View Member Info

Edit Member Info

] s ] [om e

Right-Click on any member in the list and select Edit Member Info to view and
change that member’s financial info.

After reviewing and correcting any invalid card info, click OK to return to the Credit
Card Cleanup window.

Click Continue to proceed to the next step.

Note: Any members with invalid payment info will not be included in
the next billing step.
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Processing the Payments

Process Credit Card Charges: Integrated - [P Pay @
79 Debits for §3,330.20

| View List | View Print List of transactions

| Process Payments | Save info to file and submit to processor

| Record Payments | Record payments for these transactions

| Settings | Modify Credit Card Settings

| Done | Close this window

The Process Credit Card Charges — window title shows the currently selected
processing method (which is in this case “Integrated — IP Pay”).

View List — displays a list of the charges that will be processed. Note that the full
credit card information does not appear in this report for cardholder security.

Process Payments — will process the charges using the currently selected
processing method.

Note: If you are using one of the integrated payment processing
methods then the member payments will be recorded
automatically as the charges are processed. (See details for
each processing method below.)

Record Payments — will record all of the payments for this batch. If you are using
one of the integrated payment processing methods then you will not need this step,
as the payments will be recorded automatically as the charges are processed.

Settings — allows you to change the currently selected processing method and
configuration.

Processing the Payments - Integrated Methods

The information in this section pertains to the following Processing Methods:
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Integrated - Merchant Warehouse
Integrated - IP Pay

Integrated - JetPay

Integrated - PCCharge

Integrated - GoToBilling
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1. Click Process Payments.

2. Gym Assistant will now automatically process each charge in the batch.

3. Click the Cancel at any time to stop the batch.

Note:

Progress

Processing #29 of 79 payments...
#544 Michael Montano

Dedined: 4

Approved: 24 for $1108.61

Elapsed Time: 0:14 zec
Remaining Time: 0:25 sec

Last Results: APPROVED

[ I
Cancel

Clicking the Cancel will NOT affect any charges that have already been processed,
and it will not cancel the charge currently in-process. It WILL stop from processing the
next charge in the batch. After clicking Cancel you can resume charging the batch,
and members already charged will not be charged a second time.

4. After the batch is finished a report will be displayed showing a summary of all charges

in the batch.

Process Credit Cards Report = @
credit Card Batch Report 10/22/13 09:53p -
submitted Through: Integrated - Test O

APPROVED CHARGES

2 selleck, sandi

6 Borders, Helen
50 Bishop, orlee

96 Miller, Betsy

97 Ming, Jacguelyn
139 Greenfield, Rich
147 shapiro, Jerry
160 sSexton, Louisa
232 mMcIntosh, Kim
235 Holland, Julie
244 Blaustein, Brian
276 Parks, Jules

12 charges approved for
0 charges declined for

513.79
0.00

4111000001111
41115000000x1111
41115000000 111
4111000000111
41115000000x1111
4111000001111
41115000000x1111
41115000000 111
4111000000x1111
41115000000x1111
41115000000K1111
41115000000x1111

54.
.06
.06
27,
54.
54.
.06
54.
54,
54.
54.
.06

-

.

-

-

7

06
07

-

-
07
07

-

APPROVED | AVS=
APPROVED | avs=
APPROVED | AVS=
APPROVED | AVS=
APPROVED | AVS=
APPROVED | AVS=
APPROVED | AVS=
APPROVED | AVS=
APPROVED | AVS=
APPROVED | AVS=
APPROVED | avs=
APPROVED | AVS=

[ et | [ save | | copy |
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Chapter 7 - Billing: ACH

The degree to which you can integrate ACH (Automatic Clearing House) / EFT (Electronic
Fund Transfer) processing into Gym Assistant depends on your bank and what changes
you are willing to make. The most seamless methods let you submit ACH/EFT
transactions directly in the software. Unlike credit cards, the money from ACH
transactions does not get transferred to your account immediately. ACH/EFT transactions
usually take from 2-5 days for the money to transfer or for the transaction to be rejected
(usually for non-sufficient funds, or NSF).

For monthly billing, Gym Assistant will generate a list of all members that should be
charged for a given billing date. The program will then submit the ACH batch (the list of
specific bank transactions) in one step, recording the payments and updating records for
all members whose charges were approved.

All banks handle the back-end logistics of ACH transactions; after all, this is how all
money is moved between banks and between accounts in the first place. Many banks,
however, DO NOT handle the front-end logistics of receiving ACH batches from
customers.

ACH Processing Method Options

Fully-Integrated Processing: The Direct Method

This is by far the most efficient way to handle ACH in Gym Assistant is to sign up with a
3rd party ACH processor that offers full compatibility with Gym Assistant. The ACH
processor's primary function is to submit ACH transactions into the banking system on
your behalf.

Gym Assistant submits ACH transactions directly to the processor through the internet.
The processor will check the information that is sent for invalid data and give you
confirmation that the information was received.

You can then record all of the payments and update the members' information in one
step. You will receive an email from the processor within 2-4 days notifying you of any
rejected transactions. You can then easily reverse the payments for those members in
Gym Assistant; in the meantime, they will be denied entry until their membership is paid
either in person or by another ACH transaction.

NACHA File Export

Your bank may provide a website that allows you to upload ACH batches. The standard
format for ACH batch files is called "NACHA" (National Automated Clearing House
Association). Gym Assistant will generate an industry-standard NACHA file that you can
send to your bank. The program will also record all of the payments and update all of the
member records in one step.
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Manual Submission: The low-tech method

For those clubs who already have a standard countertop retail credit card machine and
don't want to change Gym Assistant provides some tools to make your life easier as
well.

When a member hands you his card at the time of purchase just indicate in Gym
Assistant that he will be paying by credit card. The software will then ask if the charge
was approved. Swipe the card through your desktop terminal and run the charge as you
normally would. Once the charge is approved (or declined) return to Gym Assistant and
click "Approved" or "Declined."

For monthly billing Gym Assistant will generate a list of all members that should be
charged for a given billing date. The program will then display a list of credit card
numbers, expiration dates and amounts to charge. You can use this list to manually run
each charge through your credit card terminal. Once you have finished with the list Gym
Assistant can record all of the approved charges and update those member records in
one step.

External Processing

Some banks provide tools for you to setup recurring ACH transactions. With a recurring
transaction you tell the bank how much to deduct from the member's account on a given
day each month, when to start and when to stop. With Gym Assistant, you can easily
record all of the payments that will occur on a given billing date.

One significant disadvantage of utilizing a recurring bank debit is that you need to
maintain duplicate system -- you must make sure to keep the bank list of transactions
synchronized with the membership list in Gym Assistant. If you have a lot of members
this process can easily get out of control, so we recommend the Direct or NACHA
methods whenever possible.
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Setting-Up ACH Processing

1. Select ACH Processing from the Settings menu.

ACH Settings (=)
Processing Method: |EFI'4VACHA - | | Settings |

Require Tokenization for stored card numbers (if available)
/| Check for valid Reuting Numbers {recommended)
Deposit Info
Account Name: Club Demo Inc
Routing #: 17 121000358 :
Account #: 00542677154 ||'
Bank Name: Bank of America

Cancel | [ oK

2. Select the Processing Method that you will be using:
e Check Assist (also known as “Quick Pay”)
e JetPay
e EFT External
e EFT-NACHA
e EFT-MCA
e EFT-MoneyMovers
e EFT-Canada

3. Click Settings once you have selected a processing method to change settings
specific to that method (see below for more information about each processing
method).

4. Under “Deposit Info” enter the information for your business bank account (the
account into which funds will be deposited).

5. Check the “Check for valid Routing Numbers” box if you want Gym Assistant to
automatically validate routing (ABA) numbers as they are entered.

NACHA-Based Processing Methods: NACHA, MCA, MoneyMovers

These processing methods all use the NACHA file format, which is a U.S. banking
industry standard format for transmitting bank funds electronically.
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ACH Settings (==

You should obtain the following values from your EFT processar!
Immediate Origin

Name: Bank of America

Origin: 121000358 {Usually space char followed by RTI)

Immediate Destination

Name: Bank of America
RTN: 121000358
Company
Name: Club Demo Inc
1D: CLUBDEMOIMN
Entry Description: MemberFee
Originating DFT: 12100035 (Usually first 8 digits of Origin RTN)

| Indude Balance transaction at end of file

Cancel | [ OK

Obtain the following information from your bank:

Immediate Origin

Name: Usually your bank name
Origin: Usually a space character followed by your bank’s routing number

Immediate Destination

Name: Processor Name

RTN: Processor Routing #

Company

Name: Usually your business name

ID: Usually “1” + Your Federal Tax ID or other # designated by your
processor

Entry Description:
Should be “Member Fee” or other string less than 10 characters

Originating DFI: First 8 digits of Processor Routing # or other # designated by your
processor

Include Balance Transaction at end of file:
Usually checked, but your bank will determine whether this is needed

Check Assist ("QuickCheck")

Check Assist is an ACH processor that provides an online gateway and online reporting.
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Check Assist can be reached at 1-888-436-5101, ext 21.

Check Assist Settings @
Site ID: WXYG
Merchant ID: 0000
Site Key: ‘52416871 |
Payee: Club Demo Inc
Cancel | [ OK

You should obtain the following information from Check Assist:

e SitelID
e Merchant ID
e Site Key (should usually be "0000")

e Payee

JetPay

JetPay is an ACH processor that provides an online gateway and online reporting.

JetPay Settings @
Terminal ID: CLUBDEM45 Test

Cancel ‘ [ 0K ]

You should obtain your Terminal ID from JetPay.
IP Pay

IP Pay is an ACH processor that provides an online gateway and online reporting.

JetPay Settings @
Terminal ID: CLUBDEM45 Test

Cancel ‘ [ 0K ]

You should obtain your Terminal ID from IP Pay.
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EFT-Canada (CPA-005)

The CPA (Canadian Payments Association) Format for Electronic Funds Transfer is the
standard format used by most financial institutions in Canada.

ACH-Canada Settings @

Originator's ID: 171833412 (Data Center + ID Mumber)

Destination Data Center: 121000353|

| Cancel | [ 0K

You will need to obtain the following information from your bank:

e Originator’s ID: Bank Data Center + ID Number

e Destination Data Center: Your Bank Data Center

ACH-External

The ACH-External method should be selected if you are processing your ACH debits
completely outside of Gym Assistant.

Note: There are no additional settings required for this method.
Other ACH Processing Methods

Please contact Bio-Logic for technical information about other available ACH processing
methods.

Processing ACH Members

Process Summary

Here are the steps you will do to process your ACH member charges:

1. Select members to charge: Create a list of members due on or before the billing
date.

Clean up invalid card info: Any members with invalid credit card info can be fixed.

Process the payments: Charge member credit cards.

Record payments: All payments are recorded in Gym Assistant.

a r 0D

Process Returns: Any rejected payments are reversed or voided once you are
notified by the processor. (see Processing Returns section below)

There are very important differences between processing a credit card transactions and
ACH transactions:

e Credit card charges are processed in real-time -- once a charge is approved
the funds are transferred automatically.

e An ACH transaction; however, is a request to transfer funds -- exactly like
depositing a check, you won't know for 3-4 business days if the transfer is
successful or not.
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Selecting Members to Charge
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1.

Select Process Credit Card Members from the Billing menu.

Process ACH Members @
Biling Date: 12/01/13] - [
Maximum Aging: S0 days
| Indude all members with Account Balance Due
Minimum Balance Due: 0.00
Cancel | [ OK

Billing Date determines what members will be billed. Only members due on or
before the Billing Date will be billed.

e Select a “Billing Date” from the drop down menu.

e Typein a “Billing Date.”
e Click the calendar El button to specify a “Billing Date.”

Note: Only members who are due on or before the “Billing Date” will
be included in the billing list.

Maximum Aging allows you to filter out members who are delinquent by more than a
few months.

e For example, you might not want to bill members who are more than 3
months past due.

e If you specify a Maximum Aging of 90 days then members who are due more
than 90 days before the Billing Date will not be included in the list.

Include all members with Account Balance Due allows you to include any member
with a balance due even if that member does not have a membership payment due.

For example, a club might allow members to charge retail purchases to their member
accounts for later payment. They could run the billing weekly to collect for the retail
balances owed.

Click OK to continue.

The Credit Card Billing window shows a list of all members to-be-billed with all
members selected.
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ACH Billing
Select Members

Hold down CTRL key while dicking to select/deselect list items

cquelyn (49.95+tax)
49,95 +ax)

6% members selected ($2,920.53)

Each responsible member is displayed with the following information:

e The billing amount for responsible member
e The balance owed for responsible member

e Total amount due for all dependents

For example, if the amount shown is (2x28/43.00+28.00) then the responsible
members owes membership fees of $28 each for 2 months, a previous $43 balance
owed, and $28 for his dependents.

7. Hold down the CTRL key while clicking on a member in the list to select or unselect
that member.

Note: The total number of members selected and the total amount
billed for those selected members will appear at the bottom of
the window.

8. Click OK to continue.
Cleaning Up Invalid Accounts

The ACH Cleanup window shows the number of members with invalid account
information.

ACH Cleanup E

valid Records: 66

Records with Invalid Info: 3

l view Invalid Records I View and Fix invalid records

[ Continue ] Process valid records

[ Cancel ] Cancel processing

1. Click View Invalid Records to see the list of invalid records and make any
corrections.
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Monthly ACH Members Due Before 12/01/13  [Club Demo 10/22/13] o 2] s

Number Name Payment Error

615 Harness, Sheila,Amanda & Caitlin 27.06 Invalid Routing#
54 07 salid Routings

View Member Info Routing#

1079

Number of Debits: © Edit Member Info
Total Amount: 3$0.00 ‘b

p ] (o) [om e

2. Right-Click on any member in the list and select Edit Member Info to view and
change that member’s financial info.

3. After reviewing and correcting any invalid card info, click OK to return to the ACH
Cleanup window.

4. Click Continue to proceed to the next step.

Note: Any members with invalid payment info will not be included in
the next billing step.

Processing Payments

The Process ACH Debits window title shows the currently selected processing method
(which is in this case “EFT-NACHA”").

Process ACH Debits: IP Pay @
66 Debits for $2,812.34

| View List | View Print List of transactions

| Process Payments | Save info to file and submit to processor k

| Record Payments | Record payments for these transactions

| Settings | Madify ACH Settings

| Done | Close this window

e View List —displays a list of the charges that will be processed. It is a good idea to
print out the list of charges to reconcile with the report you will receive later from your
processor.

e Process Payments — will process the charges using the currently selected
processing method.

Note: If you are using one of the integrated payment processing
methods (Check Assist, JetPay), then the member payments
will be recorded automatically as the charges are processed.
(See details for each processing method below.)

e Record Payments — will record all of the payments for this batch. If you are using
one of the integrated payment processing methods then you will not need this step,
as the payments will be recorded automatically as the charges are processed.

e Settings — allows you to change the currently selected processing method and
configuration.
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NACHA Processing

Gym Assistant will generate a batch file that you can send to your processor (usually by
uploading to a secure website).

1. Specify a File Submission Date.
This is usually the date the file is created.

2. You will be asked "Process as Debit File or Pre-Note file?"
Click Pre-Note File to send a test file (with all zero amounts).
Click Debit File to send a live file.

3. Enter a Batch Number.
Either accept the default, or enter another value if specified by your processor.

4. Click Open the folder containing this file if you want to view the file (for example, if
you will be dragging the file to another application). Note that the NACHA format is
very complex and not easy to read.

5. Click OK to finish.

ACH FileInfo (=3
File was saved.
File Name: ClubDemo 2013-10-22 (A) ACH. tet
Lacation: c\Gym Assistant 2.0'EFT-Bank
Open the folder containing this file

6. You must click Record Payments to mark the members as paid in Gym Assistant.

e Wait until you receive any returns before recording the payments (record
payments only for payments that were cleared by your bank), or ...

e Record all payments now and then reverse any rejected payments later.
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External Processing Method

The EFT-External method assumes that you are processing your ACH payments outside
of Gym Assistant. For example you might setup recurring transactions with your bank to
continue until the member cancels his membership. With this method Gym Assistant
allows you to record all of the transactions at one time.

1. The Process Payments button will not do anything, but you will need to hit Record
Payments to record that the payments have been made.

2. You must click Record Payments to mark the members as paid in Gym Assistant.

e Wait until you receive any returns before recording the payments (record
payments only for payments that were cleared by your bank), or ...

e Record all payments now and then reverse any rejected payments later.
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Chapter 8 - Reports

Members List Reports

Members Detail Report

The Members Detail Report displays a list of members with comprehensive options for

filtering the list and specifying what fields are displayed.

Here is a sample member list:

Members Detail [CTub Demo 05/31,/13]
Member Member Membership Billing Billing Bi11ing Due
Number Name Type status option Amount Date
7 Nagaocka, Davlyn senior - No Invoice ACTIVE Monthly 38.00 * 11,/01/11
10 Azbill, nick senior ACTIVE monthly 38.00 # 11,/01/11
11 zamecnik, Dominic ohana Membership ACTIVE Monthly 0.00 12/31/12
12 Rriddle, zak Individual ACTIVE Monthly 40.00 * 11/01/11
13 Harder, Joe EFT individual ACTIVE credit card 40.00 * 11,/01/11
15 McGee, Elizabeth Individual ACTIVE Monthly 40.00 * 12/01/11
17 saflor, panny Individual ACTIVE monthly 40.00 # 12,/01/11
18 Brandenburger, rohn EFT Couple ACTIVE credit card 68.00 * 11,/01/11
19 Rovinsky, Jessica Family - No Invoice ACTIVE Monthly 80.00 * 10/01/11
20 Nelson, Michael DEPENDENT ACTIVE monthly 0.00 d * 10/01/11
21 Miura, Jason EFT Couple ACTIVE credit card 68.00 * 11/01/11
22 Nishimura, Elizabeth DEPENDENT ACTIVE Monthly 0.00 d # 11,/01/11
31 willis, Liane Individual ACTIVE monthly 40.00 * 11,/01/11
search criteria:
Membership Types: All
Billing Status: Active
420 matches found
sorted by: Membership Number

To generate a member list, select Members Detail from the Reports menu.
Filtering The List

The Members Detail Report window (below) provides a flexible tool to generate a
membership list.

Members Detail Report

Select Filters for Members List: I

( Plan Types: [} plang - \
Biling Status: | pctive -

J |

Memarize this report Load a memorized report I

Biling Options: [4y ]
Due Date: Auiv
ContractBegin: [ny |
Contract End: Auiv
Signup Date: | ay -
Visits Recorded: [y o

Search Fields: | gne -
k Member Flags: I-none _

SortBy: IMEmbership Number v]

-])

l Fields to Display I l Other Filters... I I Clear Filters J I Cancel I [ Display Report
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The default report displays a list of all Active members (those with Billing Status set to
“Active”) sorted by membership number. Change any of the following filters to further
refine the list for your needs:

Plan Types
Choose the Plan Types that you would like to display in the list by making a selection:
e Al Plans
e Membership Plans
e Punchcard Plans
e Day-Pass Plans

e Selected Plans

If you choose Selected Plans, then the Select Member Types window will appear.

Select Membership Types. [
|

[MEmbE"S?’“D Plans '] Selected Membership Plans
ouple 1 Month Membership

Couple - No Invaice 1 Week Membership

DEPENDENT 2 Week Membership

EFT Couple

EFT family

EFT individual

EFT senior

Family

Family + 1

Tndivicual < Remove

Individual - No Invoice

©Ohana Membership

Senior

Senior - No Invoice

Student

e The list of selected plans appears on the right.
e Click Add to add a membership plan to the “Selected Membership Plans” list.

e Click Remove to remove a plan from the “Selected Membership Plans” list.

Billing Status

Choose the Billing Status that you would like to display in the list by making a selection:

e All: Will display members with any billing status.
e Active: Will display only members with billing status of “Active”.
e Not Active: Will display only members with billing status not set to “Active”.

e Selected: The Billing Status selection window (below) will appear to select
status values to display:
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Billing Status (me3a]
Select Biling Status values for Report:
ACTIVE _
Select None
| INACTIVE
/| TERMINATED Select Al
V| FREEZE
¥|HOLD
PROSPECT
ARCHIVE
Cancel
Billing Options

Choose the Billing Options to filter:

e Credit Card

e ACH

e 1-Month
e 3-Month
e 6-Month
e Annual

e Selected

If you choose Selected, then the Billing Options selection window (below) will appear to
select billing options to display:

Billing Options [meza)
Select Biling Options for Report:
¥ Armul Select None
| semi-Annual
i Select All
V| Monthly
Credit Card
ACH
3-Month EFT-Bank
3-Month EFT-CC
Cancel
Due Date

This filter can be used to display only members whose due date falls within a specified
date range. For example, you might want to display only members whose payments are
due in a given month (see below).

Choose a Due Date filter:

e All: Due date will not be used to filter the list.
o Before: Only members due before the specified date will be displayed.

e Between: Only members due between the specified dates will be displayed.
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o After: Only members due after the specified date will be displayed.

Due Date: | etyeen ~| os/01/13 E| and  0s/01/13 E|

Contract Begin / Contract End / Signup Date

Choose a filter for Contract Begin/Contract End/Signup

e All: this date will not be used to filter the list.

e Before: Only members with this date before the specified date will be
displayed.

e Between: Only members with this date between the specified dates will be
displayed.

e After: Only members with this date after the specified date will be displayed.

Visits Recorded

This filter can be used to display only members with more than or fewer than a given
number of visits over a specified period of time. For example, you might want to display a
list of members who have visited the club fewer than 3 times over the past month (shown
below).

Visits Recorded: |Feyer than | 2 visits | gince ~ | 05/31/13 E|

Search Fields

This filter lets you display only members whose records contain the specified text. You
can specify what fields to search (or “All Fields”) and the text for which you want to
search.

Search Fields: |Comment v| |Contains v| Employee|

Member Flags

This filter lets you display only members who have (or do not have) certain conditions in
their member records. For example, you can filter on whether or not certain fields are
empty: Comment, Alert, Barcode, Photo, and many more....

Member Flags: |Has Mo Photo - |

Sort By

This field determines the sorting for the list. You can sort on the following fields:

e Membership Number
e Name
e Membership Plan
e Due Date
e Billing Status
e Billing Option
e Contract Begin/End Date
e Signup Date
e Last Visit
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e Age
o Etc.

Sort By: |Signup Date - |

Specifying Fields (Columns) for the Report

To change the fields (columns) that appear in the list, click Fields to Display.

Report Fields @
Select fields to be induded in Membership report:
/| Member Mumber Last-Paid Date City Contract Total
| Member Name Last-Paid Amount Comment Punchcard Passes k
Home Club Home Phone Alert Responsible Member
/| Membership Type Mobile Notes Barcode Number
/| Biling Status Work Phone Email Emergency Info
/| Biling Option Visits Driver's License Current Balance
/| Biling Amount Birthday Referral SilverSneakers ID
/| Due Date Age Corporate Membership Freeze Date
Contract Begin Sex Interests Un-Freeze Date
Contract End Last Visit Date Terminate Flag Total Due
Signup Date Address Contract Payments
Text Size: g Make these the DEFALLT settings
Unselect Al | | Get Defaults Cancel ‘ [ QK

Check the boxes for all fields that you want to include in the report.
Note: If you include too many fields in a report, the right-most fields

may not appear (they will be truncated). To fit the report in a
single page width, you may need to (a) reduce the number of
fields displayed, (b) print the report in Landscape mode or (c)
reduce the text size.

You can also change the Text Size for the report in this window.

To retrieve the default fields and text size, click Get Defaults.

To make the current fields and text size the default, check the box labeled Make these
the DEFAULT settings.

Memorizing Reports

Gym Assistant can memorize a report setup for later re-use. For example, you might
want to generate a list of all members whose contracts will be expiring in the next month.

Note: The report parameters (filters and displayed fields) are
memorized, rather than the list of members.

Memorizing a Report
In the Members Detail Report settings window, click Memorize this Report.

Then specify a name for the report (e.g. “Contracts Ending”).
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Members Detail Report

Select Filters for Members List: ( [ Memorize this report ] [ Load a memarized repart ] ;‘

Plan Types: [Selecbed Plans ']
Biling Status:
Biling Options:
Due Date:
Contract Begin:
Contract End: 10/01/13 and  11/01/13
Signup Date:
Visits Recorded:
Search Fields: [none v]
Member Flags: [_ — v]
SortBy: [Membership MNumber ']
Fields to Display ] [ Other Filters... ] Clear Filters ] [ Cancel ] [ Display Repart

Loading a Memorized Report

e From the View Member Info window select a report from the Reports > Memorized
Reports menu.

or

¢ Inthe Members Detail Report settings window, click Load a Memorized Report.
The parameters that were saved in the memorized report will be set in the window.

After loading a memorized report, you may need to adjust any date settings before
displaying the report.
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Membership Summary Report

The Membership Summary report shows a snapshot of your current membership status.

You can display the Membership Summary report either with or without details for each
membership plan.

MEMBER TOTALS

Active Members: 420
Inactive Members: 38
Total Members: 508
Responsible Members: 53
Dependent Members: 58

MEMBEERSHIP PLANS - Active BEilling Members Only

Membership Plan 12-Month &-Month 3-Month 1-Month EFT-CC EFT-Bank Other TOTAL

TOTALS . L} . 323 81 . . 404

Membership Plan Aging for 404 Active 6i11ing Members

Up-to-Date: 7 2%
1-30 days: 1] 0%
31-60 days: o 0%
61-90 days: o 0%
91+ days: 397 98%

PUNCHCARD PLANS - Active Bi11ing Members Only

n=0 n=0 n=<0 TOTAL
1 Day Punch Pas 1 - . 2
10 punch card pa 11 . . 25
2 Day Punch Pass 3 . . [
4 Punch Pass 1 . . 2

Membership Summary Report

Membership Plan 12-Month 6&-Month 3-Month 1-Month EFT-CC EFT-Bank Other TOTAL
1 Month Membersh

1 week Membershi

2 Week Membershi . . . . . . . .
Couple . . . 23 . . . 23
Couple - No Invo . . . . . . . .
DEPENDENT . . . 57 . . . 57
EFT Couple . . . . 23 . . 23
EFT family . . . . . . . .
EFT individual . . . . 55 . . 55
EFT senior . . . . 3
Employee . . . 5 5
Family . . . 3 3
Family + 1 . . . . . . . .
Family - No Invo . . . 1 . . . 1
Individual . . . 200 . . . 200
Individual - No . . . 3 . . . ]
Ohana Membership . . . 3 . . . 3
Senior . . . 13 . . . 13
Senior - No Invo . . . 6 . . . [
Student . . . 3 . . . ]
TOTALS . . . 323 81 . . 404

Membership Plan Details

Financial Reports

Financial reports provide information about club revenues over extended periods of time.
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Revenue Projection Report

[£] Revenue Projection  [Club Dero 03/01/13] = @
revenue Projections from 04/01/13 (includes only Membership Plans) p
month Projected Projected

Payments Revenue
Apr 20132 2394 28,753.49
May 2013 2512 33,096.29
Jun 20132 2468 32,088.64
Jul 2013 2568 36,649.12
Aug 20132 2615 40,525.04
sep 2013 2570 36,782.91
oct 2013 2649 35,192.47
Nov 2013 2648 39,769.57
Dec 2013 2728 41,556.76
Jan 2014 2765 43,185.47
Feb 2014 2593 43,659.18
Mar 2014 2809 46,945.58
Total Projected Payments: 31319
Total Projected Revenue: $458,204.

[ Print ] [ Save ] [ Copy ] | OK

1. Select Revenue Projection from the Reports menu.

2. The Revenue Projection report calculates the revenue that you can expect to
generate each of the following 12 months based on your current membership.

Note: This report can help to forecast future revenue fluctuations,
which may occur as a result of normal seasonal cycles or
special promotions.

Revenue Performance Report

The Revenue Performance Report shows monthly performance trends over an extended
period of time.

1. Select Revenue Performance from the Reports menu.

2. Specify the date range for the report by doing one of the following:

Select Date Range

Select date range for Revenue Performance:

Datei | his Year hd
Fon s | 1o 12505 ]

oot

e Select a date range from the pull-down list for convenience (All, Today,
Yesterday, This Month, This Year, etc.).

e Type in a beginning and ending date.

e Click the calendar El button to select a beginning and ending date.

The report will show revenue totals for each month in the date range, with subtotals for
each year.
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Revenue Performance for 01/01/10 - 12/30/10  [Club Demo 05/31/13] =
Club Demo

123 Cherry Ave 123 Cherry Ave

Alameda, CA 94222

Month | Member Adds | Payments | Reversals |Voids |Inact | Del | TOTALS
Jan 01710 | 35 1,796 | 160 6,197 | 0 0| 4| o 15 | 7,994
Feb 02/10 | 23 1,377 | 137 5,432 | o 0| 7 0| 12 | 8,809
Mar 03710 | 50 3,297 | 229 9,585 | 0 0| 3 o 16 | 12,882
Apr 04/10 | 40 2,485 | 181 7,011 | 0 0| 0| 1| 19 | 9,496
May 05/10 | 24 1,736 | 206 8,010 | 0 0| 2| 6 15 | 9,747
Jun 06/10 | 23 1,223 | 205 8,232 | o 0| 1] 1] 19 | 9,456
Jul o7/10 | 19 1,404 | 199 8,050 | 0 0| 2| o 26| 9,454
Aug 08/10 | 20 1,285 | 215 8,623 | 0 0| 1 o 26| 9,908
Sep 09/10 | 29 2,085 | 207 3,487 | o 0| 1] 0| 9 | 10,572
oct 10/10 | 26 1,760 | 250 10,451 | 0 0| 2| o 26| 12,211
Nov 11/10 | 46 2,954 | 235 9,240 | 0 0| 2| o 15 | 12,194
Dec 12/10 | 23 1,478 | 195 8,259 | 0 0| 2| o 13| 9,737
TOTALS: | 358 22,884 | 2419 97,582 | 0 o 27| 8| 211 | 120,467
Com ] [sme] [om]

Sales by Membership Type

The Sales by Membership Type report displays totals sales for each membership type.

Sales by Membership Plan  [Club Demo 05/31/13] =]
SALES BY MEMBERSHIP PLAN for 01,/01/2010 - 12/31/2010
* PLAN TYPE: Membership

Membership Type Members Added Payments Made Total
Individual 219 16,236.47 1037 44,588.52 60,824,993
Couple 25 2,218.48 179 12,073. 64 14,292.12
EFT indiwvidual 5 307.27 302 11,380.07 12,1587.34
EFT Couple 2 205.29 151 10,269,380 10,475.09
Senior 20 1,595.43 138 5,496,384 7,092.27
1 Month Membership o 0. 00 94 4,885.00 4,885.00
Student 9 597.39 37 1,530.00 2,127.39
Family 4 432.17 16 1,365.00 1,797.17
Individual - No Invoice 7 350.00 31 1,260.00 1,610.00
Senior - No Invoice o 0. 00 26 983,00 988,00
EFT family 1 86.13 11 880,00 966.13
EFT senior o 0. 00 23 874,00 874. 00
Couple - No Invoice 1 40,00 9 612. 00 652.00
Family + 1 o 0. 00 2 150.00 150.00
Employee o 0.00 1 40,00 40,00
Family - No Invoice 0 0.00 1 23.04 23.04
DEPENDENT B85 0. 00 4439 0. 00 0. 00
0Ohana Membership 1] 0.00 2 0.00 0.00
TOTALS 358 22,068.63 2509 96,945.91 119,014.54
=% PLAN TYPE: Punchcard *

Membership Type Members Added Payments Made Total
4 Punch Pass o 0. 00 100 2,977.20 2,977.20
10 punch card pass 7 560.00 3 240,00 800, 00
TOTALS 7 560.00 103 3,217.20 3,777.20
=== PLAN TYPE: Day-Pass %=

Membership Type Members Added Payments Made Total
Regular Day Pass o 0. 00 418 4,016. 80 4,016. 80
2 Week Pass o 0. 00 31 1,393.20 1,393.20
Special Day Pass o 0. 00 153 1,184,564 1,134.64
Hotel Discount Day Pass 1 50.00 21 315.84 365.84
TOTALS 1 50.00 823 6,910.48 6,960.48
TOTALS 366 22,678.63 3235 107,073.59 129,752.22
[ pont | [ save | [ cony |

1. Select Sales by Membership Type from the Reports menu.
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Sales by Membership Type

Report Date Range

From [a1/01/10 | To[12/31/10 |

[T] Sort by Total Revenue

[7] show entries with zero transactions

Cancel ] [ OK

2. Select a date range for the report.
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Journal Reports

Journal Summary Report

The Journal Summary report displays membership change statistics for a specified date
range. This report can be used to keep track of operations on a daily or weekly basis.

Journal Summary for 03/01/10 12:00R - 03/31/10 11:535P

=========== SALES SUMMARY

New Mexmbership Plans 41 2,517.87
Hew Punchcard Plans [} 0. 00
New Day-Pass Plans o 000
Membership Payments 222 21,128_3%
Plan Payments o 000

Day-Pas=s Plan Payments o 0. 00
Mewber Rdd-0Ons 45 1,813._88
Other Fees 40 3,575_00

{ Dayments o 0. 00
Mermbership Taxes Collected 1,451.75
TOTAL 30,488.85
===—==——=—=— R{COUNT BRLRANCE RDJUSTMENTS ———=—
Charges Bpplied o 000
Credits Applied o 0. 00
Oplkceount Payments Made o 000
Het Zccount Balance Change 0. 00

Check 57 4, 80500
cC 271 25,142 &2
EFT-Bank [} 0.0
EFT-CC [} 0.0
el m) iy a 0.00

TOTEL 30,48€.85

===——==—=—==—=— PRYMENT BEVERSRLS & EEFINDS ———=—
Cash o 0. 00
Check [} 0.0
cC o 0. 00
EFT-Bank o 0. 00
EFT-CC [} 0.0
ORRscopnt o 0.00

TOTLL 0.0

===—==—=—==—=— TOTRL NET EEVENUE
Cash 535.27
Check 4, 80500
cC 25,142 82
EFT-Bank 0. 00
EFT-CC 0. 00
[oie =) el 0.00

TOTEL 30,48€.85

Members Rdded 41

Members Inactivated [}

Members Retivated )

Members Deleted 1

Void Transactions L
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1. Select Journal Summary from the Reports menu.

Journal Report Settings

Report Date Range

From [03/01/10 | To[03/31/10 \

Detail Report Settings
All
All

Show Details

Summary Report Settings

[TJ Include ProShap Journal Transactions

Gl | [ ox

2. Select a Date Range for the report.

3. Check Include ProShop Journal Transactions to include ProShop totals in the
report.
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Journal Detail Report
The Journal Detail report displays transaction details for a specified date range.

The details can be displayed in a Detail (verbose) format or Tabulated Columns format.

Gym Assistant Journal Detail for 03/02/10 - 03/02/10 [Club Demo 06/18/13]

Date Time Mem# Name TransID Action Description

03/02/10 03:339A 796 webb ( W Art webb 888), Go B228 Paymel b1 74.55 (CC) for monthly,for $71 walk-In-And-Pay 1 Month each, Pd 02/28-1
03/02/10 11:30A  B70 Murphy, M5. Stuart Add Membersmp § 174.30 (CHK#459) for Monthly '$71 walk-In-And-Pay 1 Month each',Due 04/
03/02/10 02:53P 61 Hoffman, Jeneen 8231 Payme § 74.55 (CHK#331] for Monthly,for $71 walk-In-And-Pay 1 Month each, Pd 0
03/02/10 03:49P 871 Bradshaw, Margaret-Anne Add Me'nber’smp $ 174.30 (cC) for monthly '$71 walk-In-And-Pay 1 Month each',Due U4fUZ[1EI
03/02/10 04:01P B72 Young, susan Add Membership % 145.95 (CHE#68) for Monthly 'ON TRACK Credit card',Due 04/02/10 (Dues=6
03/02/10 04:26P 788 Lundell, Garth 8236 Payment § 223165 (CC) for Monthly,for $71 Walk-In-And-Pay 1 Month cach, Pd 02/26-

31,162 entries in journal
[ em:rwes in selected date range
Total Revenue: $867.30

Detail (verbose) format

Gym Assistant Journal Detail for 03/02/10 - 03/02/10 [Club Demo 06/18/132]
Date Time Mem# Name TransID Action Dues Fees Taxes Account
03/02/10 09:39a 796 webb ( w Art webb 888), Go 8228 Payment 71.00 0.00 3.55 0.00 cC
03/02/10 11:30a 870 mMurphy, M5. Stuart Add membership 71.00 95.00 8.30 0.00 check
03/02/10 02:53pP 61 Hoffman, Jeneen 8231 Payment 71.00 0.00 3.55 0.00 check
03/02/10 03:49pP 871 Bradshaw, Margaret-Anne Add Membership 71.00 95.00 8.30 0.00 cC
03/02/10 04:01F 872 vyoung, Susan Add membership 64.00 75.00 6.95 0.00 check
03/02/10 04:26P 788 Lundell, Garth 8236 Payment 213.00 0.00 10.65 0.00 cC
TOTALS 561.00 265.00 41.30 0.00

31,162 entries in journal
& entries in selected date range
Total Revenue: $867.

Tabulated Columns format

1. Select Journal Detail from the Reports menu.

Journal Report Settings

Report Type: | petajl -

Report Date Range

Date: |cystom -

From [03/01/10|[»] Te[03/31/10 |[4]

Detail Report Settings

Transactions to Display: IAH v]
Remittance Type: IA\I v]
FurmatISth Details v]

Summary Report Settings

Include ProShop Journal Transactions

Advanced >> Cancel I [ OK ]

2. Select a Date Range for the report.

3. Select Transactions to Display. This setting allows you to display only transactions
of the desired type. For example:

e All— No filtering

e Money Transactions — Only those with money exchanged
e Add & Delete — Member additions and deletions

e FEtc.

4. Select a Remittance Type to display. This setting allows you to display only
transactions of the specified remittance type:

e All— No filtering
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e Cash, Check, CC, OnAccount, EFT-Bank, EFT-CC
5. Select a Format for the report:
e Show Details — Detailed (verbose) format (see above).

e Show Tabulated Columns — Column view to display revenue collected (see
above).

Note: The Journal Detail report displays only Gym Assistant
transactions. It does not include ProShop transactions.
ProShop transaction details must be viewed in ProShop.

Shift Journal Summary

The Shift Journal Detail report displays transaction details for a specified time period on a
specified date.

Select Time Range ===
Report Type: Summary -

Include ProShop Journal Transactions
Date:  06/20/13 H

Begin Time:  10:00A -

End Time: g2:00p -

Advanced >> Cancel | ‘ View

Shift Journal Detail

Select Time Range ===

Report Type: Summary -

Include ProShop Journal Transactions
Date:  06/18/13 H

Begin Time:  12:00A -

End Time: 11:33p

R B

Visits Reports

Visits Detail

The Visits Detail report lists all members that visited the gym during a given period of
time.

1. Select Visits Detail from the Reports menu.

2. Specify the time span for the report, and then click View to generate the report.
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Visits Summary

[£] visits for03/01/12 - 03/01/13  [Club Demo 03/01/13] o =] =]
Check-In Time Mem# Name Event Type Status i
o - .. A
10/19/12 01:47P 6 Thompson, Jacob Visit Gym Only Contract PunchCard visit b
10,/19,/12 01:48P & Thompson, Jacob Visit Gym Only Contract RE-ENTRY DENMIED
10/19/12 Allowed: 1 Denied: 1 Duplicate: o
Oct 2012 Allowed = 1 Denied: 1 Duplicate: o
11/30/12 03:27P 2 Senka, Kim Visit 925 Contract oK
11/30/12 03:28P 2 senka, Kim Visit 925 Contract 0K
11/30/12 03:30P 2 Senka, Kim Visit 925 Contract 0K
11/30/12 03:40P 2 Senka, Kim Visit 925 Contract oK

Right-Click on any entry in the list to view the member's information or modify the visit.

Print “ Save ] [ Copy ] Edit

The Visits Summary report lists the total visits for a gym during a given period of time

1. Select Visits Summary from the Reports menu.

2. Specify the time span for the report, and then click View to generate the report.

Visits for 03/01/95 - 03/01/13  [Club Demo 03/01/13] =

Date Range: 03/01/95 - 03/01/13

Total visits Recorded: 41,735
visits Allowed: 40,659
visits Denied: 1,076
puplicate wisits: 0

(O el

Right-Click on any entry in the list to view the member's information or modify the visit.

Pint | [ Save |[ Copy | Edit [ OK
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Measurement Reports

Measurement Summary

The Measurement Summary report shows the total weight losses and gains for the whole
club.

1. Select Measurement Summary from the Reports menu.

Select Date Range

Measurements Summary Report

Date: | aj -

From [00/00/00 \E| To06/14/13 |B

| Cancel | [ OK ]

2. Specify the date range for the report.

Report Date Range: 00/00/00 - 06/14/13
37 measurement files found.

——— WEIGHT ———
26 members lost a total of 340 Tbs
6 members gained a total of 515 Tbs

—--- MEASUREMENTS ---
29 members lost a total of 2126 in
3 members gained a total of 349 din

Measurement Detalil

The Measurement Detail report shows the measurement changes for each member.

1. Select Measurement Detail from the Reports menu.

Measurement Summary Report

Select Date Range to display:

Date: | -

Fram | 00/00/00 \E| To[ 06/14/13 |@

V| Show only members with more than one measurement

Cancel

2. Specify the date range for the report.
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Club Measurement Summary  [Club Deme 06/14/13] =

Report Date Range: 00/00/00 - 06/14/13 F-

Num Name Measure- Weight Weight Meas Meas D
ments Loss Gain Loss Gain

28 Rutter, Gerri 3 2.9 143.85

107 Obedkoff, Evelyn 2 0.0 0.00

142 Lindsay, Ruth 3 203.6 5.29

425 Harris, Kathy 2 4.8 4.00

518 wWarwick, John 2 1.8 69.75

572 Tirling, Paulette 5 0.6 136.00

573 Carter-Johnson, Catherine 2 0.8 37.50

574 Green, Winnie 2 6.8 5.50

714 Windwick, Christel 3 2.2 8.74

737 Peacey, Evelyn 2 4.5 262.50

766 LaFrance, Jack [ 191.2 0.00

805 Williams, Courtney 3 153.8 1222.50

809 Leff, Donna 2 116.6 59.25

834 Bradley, Vera 3 8.2 2.50

880 Storgeoff, Hope 8 145.2 46.00

937 Lubis, Linell 3 7.6 166.25

951 Thompson, walter 2 3.8 306.25

37 measurement files found.

--- WEIGHT ---
11 members lost a total of 340 Ths
& members gained a total of 515 Tbs

(o] [sme] (oo

Punchcard Add-On Reports

Add-On Usage/Activity

The Add-On Usage/Activity report displays information about revenue and usage of
punchcard add-ons.

Add-On Usage for06/01/13 - 06/29/13  [Club Demo 06/14/13] =}
MEMBERSHIP ADD-ON USAGE SUMMARY -
MEMBERSHIP ADD-ON USAGE SUMMARY D
Add-0n Credits Cost Packages Revenue Credits Credits Unused
Name per Pkg per Pkg Purchased Received Purchased Used Credits
Cardio Class 10 24.75 o 0.00 ) o 31
Fitness Class 12 100.00 0 0.00 o o 0
Locker 20 25.00 1 20.25 10 5 35
Pilates 10 50.00 1 13.50 10 2 34
Smoothie 5 25.00 o 0.00 o ] 77
Spinning 10 50.00 o 0.00 o o o
Supplement 10 30.00 o 0.00 o o 5
Towel 10 5.00 o 0.00 o o 4
Water 11 10.00 1 10.00 11 6 115
Unknown o 0.00 o 0.00 o o o
Total o 0.00 3 43.75 31 13 30
13 credits used for 06/01/13 - 06/29/13
Com] () [om)

1. Select Add-On Usage/Activity from the Reports menu.

Select Date Range

Select date range to view Activity Usage Log:

Date: | This Month

From [06/01/13 |[»] To[06/30/13 |[»]

\ Cancel | [ OK ]

2. Specify the date range for the report, then click OK.
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Gym Assistant l} {&J

‘0‘ Show details?

Cancel ‘ ‘ No | [ Yes

3. Click Yes to display details of each add-on credit used or click No to display only a
summary of usage.

Members with Add-On Credits

The Members with Add-On Credits displays a list of all members who have purchased
punchcard add-ons

[£] Activities Memberships Report  [Club Demo 06/14/13] o -]
Mem  Name Activity Credits .
9 Russell, Marsha Cardio Class 6 D
10 DeBuck, Robin Locker 1
10 DeBuck, Robin Smoothie o
14 Tuttle, Erin Cardio Class o
14 Tuttle, Erin Water 7
14 Tuttle, Erin Smoothie 1]
16 Raab, Cassie Water 3
17 Ladwein, Elizabeth Water 7
17 Ladwein, Elizabeth Smoothie 8
17 Ladwein, Elizabeth Pilates 5
13 Reed, Chris Water 