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Welcome to / Contact Us

compudance

Customer support is our top priority.

If you have any questions or just need to clarify, contact us via email or give us a
call...
Email Phone

info@compuacademy.net 1-888-339-1286

Our typical business hours are Monday through Friday 9 am to 5 pm Eastern time.
We do schedule appointments outside of these hours at request.

Please use the Search option in the top right corner of this manual to quickly find your answers.
If you need further assistance or clarification create a support ticket, click here
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System Update Release Announcements

We will publish any of our Update Announcements here if you wish to read them.

Release

Date Description

3/26/2018 Enter Deposit From Family Account

3/7/2018 Filters for Text Messaging

12/12/2017 New Family Invoices with Partial Payments

11/21/2017  Admin Autopay Control , Parent Autopay Control and Partial Pament Available in Parent Portal

7/13/2017 New Invoice Note field and Revised Add Student Form

5/10/2017 New Release of Website/ Parent Portal

4/4/2017 Family Invoices Screen now shows Deposits Available

3/8/2017 Update Family Link Contact info

3/1/2017 Student List has Invoice link

Student List shows Balance, student Detail Tab of Open Invoices, Family Invoice list shows
Family Balance

3/1/2017

2/21/2017 Age Groups for Classes, Admin Organization of Tabs

2/16/2017 Express Mail Box, Payment Gateway Options
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2/16/2017-Update

System Update Release February 16, 2017

Express Mail Sent Mailbox

We have updated the Sent message list to now display each email address individually so you can search
by the email address, subject and date sent. The system will retain all Express Email Messages you send
for the past two months.

To see details, please click this link to our manual. Express Sent MailBox

Payment Gateway Options

If your school uses the Payment Processor Integration you now have options to what time the auto-
payment scheduler will begin for your school.

The school is also able to make a payment account on file required during the online registration process or
allow the parent to Skip the entry.

To see details in the manual on how to set your gateway, please click Gateway.

To find out how the Auto-pay works in the system, please click Auto-payment.



2/21/2017-Update

System Update Release February 21, 2017

New Class Field

We have created a new class category field so you can designate the age group of the class.
Each school has the ability to set the ages any way you wish.
You will set up your age categories by going to Admin-> School Setting Types-> Class Ages.

Right now everyone has a category called All Ages and all of your classes are set to this category.

This category will be used for a future feature where you will be able to display your schedule to your
website through an API, if you wish.

To see how to create your age groups, see” Add Age Groups”:#add-age-groups

Admin Organization!

We moved a few tabs in the Admin section to make it easier to find things!

*

School Setting Types Section* will now have; Class Types, Alert Types, Medical / Questions, Income
Categories, Age Groups and School Groups tabs.

The Costume Company Size charts have been moved to the Address Section. This tab is hardly used and
is there just so you can see the girth ranges from each manufacturer for each size.

The Address Section is also where the school mailing address is found if it is used in an alert for invoices or
statements.



3/1/2017-Update

System Update Release March 1, 2017

Student list now shows Student Open Balance Column
The Student list will now have a column to the right showing the student’s open invoice balance. This
balance will be for all open invoices regardless of the season they are created.

New Student Detail tab — Student Open Invoices
When you click the plus for the Student you will now have a new tab that displays the current open invoices
for this student. You can click on Pay and will be brought to the Families Invoices so that you may receive a

payment for any of family members.
See a quick video on how it works:

View/Pay Family Invoices list shows the Family Balance
The Billing section View/Pay Family Invoices list now shows the Family Balance in the right side column.

This will be for all open invoices regardless of due date for all students in the family. To see the details of



these invoices, just click the plus and view open invoices.
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3/2/2017-Update

System Update Release March 2, 2017

Student list now has a Create Invoice Link
In your Active Student List (Student), you now have an Invoice link in front of each student.

When you click it, it will automatically bring you to Create an Invoice for that student.

Here is a video on how it works:
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3/8/2017-Update

System Update Release March 8, 2017

Updating Email addresses for Entire Family

Now, when you go to the family link, edit a family, change the email address or mailing address information,
the system will ask you if you want the new information to be updated for the members of the family. If so, it
will change them at that time.

Here to see a video on how it works:
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4/4/2017-Update

Family Invoices Screen now shows Deposits Available

When you go to Billing-View Pay Family Invoices, you now see a Deposits column so you can see who has
a deposit available. You can also sort by this column. The deposit available families will also be colored

pink.
Export to PDF Export to XLS Export to XL5X Export to RTF Export to C5V
School Family Account
= Family Id Family Name First Mam LastMame Address 1 Address 2 City State Zip Code Deposit Balance
[+ 27050 Moss Karen Moss 134 Tenafly Mew O7&70 110.00 285.60
Main 5t Jerzey
=mi jen =mi ere 2 there owin Jebraska 3
L+ ] 61366 ith ' ith | 1h 2 th t Mebraska| 35645
7 e=tflag estflag e=tflag estflag estflag abama | 12
] 60711 | testlags testflags | testlagd | testflags testflags | Alab 12345
G au ane au . Me Bnnesse:
] 59810 | Paul Janet Paul BS St. M T 44455
Smith
Ave
mith an mi mytown | Nebraska 2
L+ ] 59807 | Smith D Smith | 965 t Mebraska 11223
main
2 Morris & Morris 2 iver devi i
'@' S9582 Meorri Beth Merri 12 Ri I 087es 84,00
Mainstree Jerzey
arent2 aren arent2 , IF Mew 2
'@' 32574 = k2 = it = k2 ™ BERGEMF M 07621
CLINTOM Jarzey
AVE
mith ally mi stree iladelpt Pennsylve g
'@' 57461 Smith Sall Smith 1 street Philadelpt P | 19150 S88.00
road

To sort by a column just click on the column header. To sort in descending order click on the column header
a second time.
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5/10/2017 — New Release of Website/Parent
Portal
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New Parent Portal ; New CompuDance

OUR FRESH NEW SOFTWARE
HAS PEOPLE TALKING

Check out our new website at
www.compudance.com
Contact us by email or phone with any
questions

INFORCOMPUACADEMY .NET 888-248-36T9 WWW.COMPUDANCE.COM
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For More Information

New Parent Portal — Here is the manual the Parents get. You can also login as a parent to check it out!

How to post on the Bulletin Board for your parents to see your posts. Click Here for the Manual page.

Can’t see our New Website. (You may have the old one in cache.)


http://www.manula.com/manuals/compudance/parent-portal-manual/1/en/topic/welcome

7/13/17- Update

System Update Release July 13, 2017

Add a Note when invoicing!

When you create an individual invoice, you now have the option to add a note for a specific category
charge. The note will be included with the income category in all invoices and statements. After your
feedback we do plan to give you this feature in batch invoicing.

Deposit Amount:

Charge
Start Date 07/13/2017 - End Date  07/13/2017 - =
# Qty Unit Price Item Name Note
=
1 50.0000 Costume Deposit
v 1 30.0000 Leotard XS black
Tuition
v 1 32.5000 Jazz Boot Capezid
1 -5.0000 Credit
20.0000 Registration
-
: S AAra R
Due Date: | 7/13/2017 i Invoice

We have updated the Add a New Student form.
It will allow you to add siblings to existing families with the same email address. The add a sibling button will
be removed next week.
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New Family Invoices Window with Partial
Payments

New View/Pay Family Invoices with Partial Payments

You can now set the amount to be applied to invoices in the billing-View/Pay Family Invoices screen.
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compudance

To turn on this feature, go to Admin-Gateway tab.
Click Edit on the Gateway line.

Compudance Online Helpdesk - 1

There is a checkbox on the bottom left side saying Show Admin Partial Payment

Text
Check it if you want this feature. Then click Update.

J Open Invoices || Paid Invoices || Ledger/Statement |

[ | Student Name Ttems Due

Paid Amd Balance Dus Date | Pay

|

1 | Mayer Julianna late fee, Tuition, Credit | 350.00 | 1.75 351.75

e (] | Mayor Julianna Tuition, late fas [14s.00 | 0.00 | 14500

1. Check Invoices to | | mayor Julianna late fee, Registration | 35.00 | 0.00 | 35.00
Rave paysnent Mppilied [ Mayor Julianna Registration 2000 000 | 2000
\*D | Mayer Juliznna Jazz Boot 3250 |28 |3a78

[0 | Mayor Julianna Registration 20,00 0.00 20,00

[ Mayor Julianna Registration 2000 |000 | 2000

® pay Older Invoices

©' Pay New Invcices  Pay Other

309,70
50.00

42.05
| 95.00
| 35.00
| 3.0
| 34.73

20.00

| 16.50

| 20.00
Pay:0

1/25/2016
2/1/2016 |
6152016
1/1/2017 |
5312017 |
6/1/2017
8i1/2017

Partial Pay
Partial Pay
Partial Pay
Partial Pay
Partial Pay

Partial Pay

Partial Pay

2. Enter Amount to b

| ¥ from deposit, can

e applied
not be

First First Amount:

greater than balance of deposit.

| ACH || Credit Card | Credit Card On File || ACH On File | Cash || Check || Deposit |

3. Complete paymen

F-3 Payment ParentName | Gate Way Depaosit Approval Cod| Balance Deposit Date | Payment Note
_ I 14| | I I IL I |
O Cash Cathy 15.00 Cash 15.00 12/122017
Maista
Payment Dated12/12/2017 []
Noke
4. Click Pay Pay

To use, if you are receiving a payment other than the total Pay of the invoices checked, you can enter this

amount in the Pay Other Amount box.

Select how you want the partial payment determined. (It defaults to pay the older due date invoices first of

the invoices selected.)
Enter the payment information and click pay.

!

box to apply it to sibling invoices.

If you are paying from a deposit, you enter the balance of the deposit in the other amount
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+ If the amount entered is less than the total balance of the invoices selected, you will see the following

message.

Payment Confirmation

There is a partial payment being applied resulting in a
balance of 18,728

+ If you enter an amount greater than the balance of the invoices, it will ask if you want the overage to

create a deposit.

Payment Confirmation

Payment is grater then Invoice Amount dus you want to
make deposit of =15.00

| Make Deposit | No

If you answer no to making a deposit, the system will bring you back to the invoice list. No payment
has been made.

* You are given an option to View the payments applied after the amount is processed. You may also
create a receipt to print or email.

Thank you for your payment

Closs || Print Recsipt || View Paid Invoice
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I [t I [

Partiall | Mayar Jazz 3250 228 15.00 19.78 | 5/31/2017 3/30/2017

* You may still use the partial pay option if you wish to determine how payment is applied to
invoices with multiple charges.
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Navigating the System

Thank you for Choosing CompuDance.

To begin, we would like to stress how important your web browser is.

Some browsers will not allow particular functions to complete. They may also display the screens
incorrectly.

Since Google Chrome is a free download on any device we have designed our software to work with this
browser.

We have also Approved use of Microsoft Edge for Windows 10 and FireFox

Microsoft | mozilla
Edge ¥ Firefox > chrome
Google
Your Logo can be )
Displayed Here L

Main Menu Welcome
Home Admin Classes Student Teacher Billing Report Mail Recital Help Your Name Log Out

Studio Name you are working in ¥

When you look at our system you should see your Studio logo, a Welcome message to the user and a drop
down option for the School you are in.

If you have multiple school databases, you can just switch between them using the school drop down.

The Main Menu is under your Studio Logo.
You can select the section you wish to go to at anytime. Some of the data is represented under multiple
section but in a different view.

If you see the Plus sign & or you can click it to see more details about the item that it is in front of.
If you see the word Edit , you may click it to edit the main data that is displayed in most tables.

Filter Boxes
When you see a row of blank boxes, these are called filter boxes. They are not for data entry.
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You may filter the data displayed below by entering in search criteria in that column’s filter box. The system
will only display data that matches the entered search criteria.

Sort the data
You can sort the data displayed by clicking the column header that you want to sort by. If you click it once, it
will sort acsending. If you click it again it will sort descending.

Export Tabs

Many tables and reports through the system allow you to Export the data to utilize outside of the system.
You can Export to:

PDF — For printing/save only. You are not able to edit or change format.

XLS (excel worksheet) — You can edit the spreadsheet. If you grouped the data, the group will still exist in
the download.

XLSX (newer version of excel) — You can edit the spreadsheet. If you grouped the data, the group will still
exist in the download.

RTF (rich text format) — This is used for importing into word processing or another database.

CSV (comma separated value) — This is used for importing into word processing or another database.



T XLS is probably the easiest to work with after the export. Easier to see the data in columns, can perform
functions.

Add buttons
Most areas have an Add button in the top right corner. When you click the Add button, you will see a form
open to create a new item for the data table you are viewing.

Update or Cancel
When you see a data entry form- you either hit an Add button or Edit. After you enter or edit the data in the
form, you must chose to Update the form to Save the changes or Cancel to not save the changes entered.

Grouping Reports

In some data lists you will see a row above the column headers stating “Drag a column header here to
group by that column”

This means that you can group the data by any column you wish.

*To Group. *

Click on the column header you want to group by.

Hold down the click and drag your pointer up to the row that says,“Drag a column header here to group by
that column”.

You should see a ghost of the column header move with your mouse pointer. Let go of the click button when
the ghost columnis in that row.

The data should instantly become one row for each change in data for the column header selected.
Typically you will see a plus sign to see the details for the group.



Examples when to Group

You will need to group the Family Ledger Report either by Family Name or Student Name prior to sending
out statements. You group by Family Name to send Family Statements. You group by Student Name to
send Student Statements. You may also decide to group this report for other reasons. Maybe you want to
see how certain payments were applied for a particular family. In order to do so, enter the date range the
payment was made to the date applied or today. Then group by the Payment Information column.



Main Menu

Main Menu Options

Home — will bring you to the Calendar page. You are able to search for a specific class, teacher, student or
room calendar. You can go to this page to Schedule an individual Date Class.

Admin — This section allows you to set master data in one section that is used throughout the database. If
you edit something in this section it will instantly be reflected in all of the other areas. You are able to set:
Users , School Seasons, Payment Gateway information, School Setting types including class types, income
categories and alerts. School Address and School Groups.

Classes — This section will show you data based on a Class. You can create a class, schedule it, enroll
students, see who is enrolled, assign teachers, see the schedule dates, enter class measurements for the
students, see the autosizing for the class by manufacturer.

Student — This section will show you all the data relative to a student. You can edit any of the information
displayed or click the plus the detail tabs for enrolled classes, add classes, class history, guardian
information, address, more phone numbers, more email addresses, measurements, notes from the studio
for the student and school questions.

Teacher — This section will show you all the data relative to a teacher. You can edit any of the information
displayed or click the plus to see the detail tabs. The tabs include assigned classes, unassigned classes-so
you can assign them, address, phone and email information.

Billing — This section contains all of the accounts receivable and reports.

Report — This sections lets you create all of the non-billing reports.

Mail — This is where you can create emails and text messages. You can also see the Sent log from your
Express Messaging.

Recital — This section will help you organize your recital productions.

Help — You already found it! This manual is accessed by clicking Help.

If the manual did not open in a new window, you can use the back arrow to return to the system. Then
right click on help and select open in a new window. This way you can reference the manual as you use
the system.



Grouping Reports

Grouping Reports

In some reports you will see a row above the column headers stating “Drag a column header here to group
by that column”

This means that you can group the data by any column you wish.

To Group

1. Click on the column header you want to group by.

2. Hold down the click and drag your pointer up to the row that says,“Drag a column header here to group
by that column”.

You should see a ghost of the column header move with your mouse pointer. Let go of the click button once
the ghost column header is in that row.

The data should instantly become one row for each change in data for the column header selected.
Typically you will see a plus sign to see the details for the group.



Admin Setup

To begin setup, you will need to:

Add Season Seasons are a way of organizing your classes within the school year.
Add Class Types Class types are used to define the class genres
Add Venue Venues are used to define the classroom names

Add Income Categories Income Categories are items that can be charged to students



User Iogin access

User ID are the logins for your particular database.
There are different User ID types that determine the parts of the system a user has access to.

USER TYPE SYSTEM ACCESS

ADMIN can access all parts of the system except teacher and parent portals

STAFF Has limited system access. Can not view totals on any billing reports or screens
TEACHER  Only allows them access to teacher portal

PARENT Only allows them access to the parent portal

Only a ADMIN or STAFF level users can create or edit login IDs
(Staff can not edit an Admin user)

To create a new USER:
Go to ADMIN Menu and select USER tab.

. . i Welcome :Compudance
Home Classes Student Teacher Billing Report Mail Recital Help Support Sampla School-Flal Rate Log Out

‘_/ Address Location Tu:lm GateWay Recital Dance School Season

“* School Setting Types

3 IPS
E Cahboard Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV Add New User

School User

# First Name Last Name Loginld Password = Home Phone Cell Phone User Type

Edit Dance Philly Philly@Sample Admin



Enter in the data and hit update to save USER

Location Teacher User GateWay Recital Dance School Season

Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV
School User

# First Name Last Name Loginld Password Home Phone Cell Phone User Type

Complete all fields

First Name: Last Name:

LoginId: Password:*

Home Phone: Cell Phone:

Status Id: ~  Cell Phone Provider: l
User Type:* .

Update Cancel
Login ID — is the user’s email address. It must be unique in the system, meaning there can’t be any other
users with the same email.

Password — Must be entered upon setup. The password must contain a minimum of 6 characters and
contain 1 (or more) capitals and 1 (or more) special characters and 1 (or more) numbers. For example:
PassWord#1

* If the system is creating the login via online registration- the Default Password is currently
Dance#16

Once the password is saved the first time, It can not be modified in this tab.
If it needs to be reset, that would have to be completed through the Forgot Password option from the
Compudance webpage.

Cell phone number — This number is necessary to use the Forgot Password option.

Cell phone provider — In order for the user to get text/sms messages, the provider needs to be selected. If
you do not no the provider or text messages are not wanted, select “Not Applicable”

Status — for users to be able to login, set status to Active. At any time a user can be made inactive which
would block them from being able to login or reset a password.

User Type — defines the users level of access to the system.
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Teachers and parents need to be linked to the school and to the person they can
access.

Click the plus to see these link tabs.

The first tab will display the teachers if your user is a teacher or the students if your user is a parent.
For parents you can search which students the user is currently linked to by entering Active in the status
filter box.

If you need to link the parent to a different student, check the box on the right of the student’s name and
click Link.

* If you have more than 1 school, the student list displayed will be the student list you are
currently accessing. If you wish to give a parent permission to see students in a different
school you must select the other school at the top of your screen next to the welcome
message.

The second tab is for the school. If you have more than 1 school, you can give a parent or teacher access to
any of the schools as needed.
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School Season

Classes are organized by seasons. This allows studios to have open enrollment in multiple seasons at the
same time.

Seasons are defined by the studio in the admin section. Go to ADMIN -> SEASON TAB

Location Teacher User GateWay Recital Dance School Season
(_Add New Season );
# Season Name Begin Date End Date Default Season
- - -

Season Name: Begin Date: hd

End Date: v  Status: b

Default Season:

Update Cancel

Edit summer 2017 6/1/2017 8/31/2017 (=]
Edit 2016 - 2017 8/31/2016 5/31/2017 v,
Edit Summer 2016 7/10/2016 8/12/2016
Edit 2015 - 2016 1/1/2014 6/18/2016

* Click Add New Season Button
+ Name of season — This is determined by the studio
» Begin Date - First day of classes for the season
+ End Date — Last day of classes for the season
+ Status Options
Active — indicates season is Open for enroliment by studio and parents if offered.
Do not show — season classes can be enrolled by studio only, not parents. (use when setting up the
season)
Inactive — previous season or a season that is no longer in use.

» Default — when checked, the season name, start and end dates will be auto-populated in other parts
of the system. For example, on the class screens.

* Typically the Default Season is the current season being worked in. If you are creating your
class offerings for a future season you may wish to mark that season as the default so that
it will automatically assume this season and dates when scheduling. You can then switch it
back to the current season when complete.
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! Start and End dates cannot cross into another season’s dates.

End of Season

After a season is complete, you may Edit it to have the status of Inactive.
This will make all enrollments for that season be ended as of the season end date.
All students will now show these classes in the Drop class history tab.

You will still be able to Email Students based on this season enrollment.



Class Types

Class Types are used to organize classes by genres (for example Ballet, Jazz). You may have as many as

you like.

:/ Address Class Types Alert Types Medical / Questions Income C ies
¢ School Setting Types
2 IPS

* Type Color Is Billable
Type:* Colar:* -
isiE Enter Type Select eolor - if no color, click white
click box if class type is billable for tuition “E'
Edit Leaps & Turns W
Edit Holiday M :rro000
Edit Composition &
Edit Ballet #FF99CC v
Edit Gym #00FFFF |
Edit Musical Theatre #999599 2
Edit Tap Rhythms 7
Edit PreSchool #cococo 2
Edit Kidnetics #FFFFO0 2
Edit Hip Hap #99CCFF 2

P 3 A £3% et LW w4 T

To create a class type:

Click ADD NEW TYPE button and complete the fields

* Fill in the type

+ Select a color — this color is mandatory but does not display anywhere in the system. You may select

white or anything else.

+ Billable check box — this is to indicate if the class type should be included when the system calculates

tuition. This only applies to studios that calculate tuition based on a calculation by the system.

Hit update to save changes

You may Edit the class types already created by clicking Edit.
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Age Groups

Each class can now be set as a specific age group.
You will be able to set these age groups for your school.

Go to Admin-> School Setting Types — > Ages

: Welcome Compudance
Home @ Classes Student Teacher Biling Report Mail Recital Help Support Sample School-Flat Rate Log Out

o Address Class Types Alert Types Medical/ Questions Income Categories School Group
2 School Setting Types
Add Mew Age Range
A IPS

& Age Range
» Dashboard

8, Student Term Condition Status
Edit All Ages

© Compudance. All Righls Reserved. ® Compudance. All Rights Resemnved_. Home | Contact | Careers | Terms of Use | Privacy Statement

To add a new group CLick Add New Age Range.

You will be typing in the ranges how ever you wish.

These ranges will be shown to your parents if you use the online registration.

They will also be used for a future release of an API option where your schedule can be shown directly on
your school website.

Click Add New button to open form, = Add New Age Range

% Age Range

Age Range:™

Click Update to SAVE *#Update Cancel
Click Edit to change currently displayed Age Group.

Edit This change will automatically be reflected on any classes assigned this age group. Al Ages
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Income Categories

Your system will come pre-set with “Tuition and Registration”. Do not change the Tuition category and do
not add monthly tuition categories such as “Sep Tuition” or “Oct Tuition” etc. A “General Tuition Category” is
used for “Tuition” and “Billing” is done by time interval date range.

To create a new category:

« Click on Add New Button

* Enter in Income Category name

+ If the category is taxable — enter the Tax percentage in the Category tax — (ex. Enter as 7.00 for 7%)

+ Pay at Signup refers an automatic invoice being generated when a new student is added to the
system. If you want an Invoice to be Auto-generated for a category such as Registration you would
click the box Pay at Sign Up. All categories selected as Pay at Sign up will generate for each student
added if added by the studio or through the online registration. This invoice will be created prior to
class enroliments so it will be there when a parent logs in the first time.

Class Types Alert Types Medical/Questions Income Categories Marketing Replies Costume Company

P
A Add New Categories_/

# Category Name Category Tax Pay at signup

Category Name: Category Tax:
Pay at signup:
Update Cancel

Edit Credit 0.0000
Edit Costume Balance 7.0000
Edit Vocal lesson 7.0000
Edit Summer 0.0000
Edit Private Class 0.0000
Edit Recital Fee 5.0000
Edit late fee 7.0000

Edit Costume Deposit 0.0000

[ o A AAsA
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* Categories can be as specific or generic as you'd like. For example, you can have a generic
Dancewear category or you can break it down to Dance wear — Shoes, Dancewear — Tights.
You decide how you detailed you want to be. If you wish to group your individual income
categories together you can start them in the same manner with a code or number. For
example: Costume-Ballet, Costume-Jazz or 5-Ballet Shoes, 5-Jazz Shoes

Once the category is created, the original default price needs to be entered from the Billing section. tab
Income Category Price.

! Oncea category is created and billed on an invoice, it is suggested you do not change it. If

¢ you change the name, it will change across all invoices already billed with that category.
Changing or removing a tax rate will not change previously invoiced items, but will come
into effect when new invoices are made.
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Medical / Questions

Medical/School Questions allow studios to request information to be collected from their students.
The studio can create any medical or other questions they deem necessary.
They are created at the ADMIN level and appear on a tab for each student.

To create questions:
Go to ADMIN<School Setting Types<Medical Question Tab
Click Add New Question button

Class Types Alert Types Medical /Questions Income Categories Marketing Replies Costume Company

Add New Question

# School Question Type text Items

School Question:* Type text: v

Arrange Dropdown items (A|B|C):

Update Cancel
Edit How Did you Hear About  DropDown Internet|Newspaper|Word of Mouth|Friend|Direct Mail|Drive By|Birthday
Us? Party|Other
Edit any allergies? Text

Edit any medical conditions?

Enter the question — this is how it will appear on the School Question tab on student records.
Type Text — this defines the type of answer you want — there are 3 options:

+ TEXT - if you would like open-ended answers where the user can type in anything

*+ CHECKBOX — This allows the user to click a checkbox

+ DROPDOWN - This allows the studio to define the possible answers to the question. If this option is
selected, the answers are defined in the field below. Enter the possible answers using the character |
to separate answers. For Example, Yes|No.

* If you wish to display the questions in a specific order, you may number the question. The
online registration will display them in numeric-alphabetical order

To see the results of the questions and answers on each student, run the School Question Report.




School Groups

Groups are used to create a smaller subset of students. The subset can then be used in billing and email
blasts. In general, you would create a group when you want to target a students for a specific reason. For
example, competition teams. By making a group for competition teams, you can direct emails that pertain
only to them. Likewise, you can batch bill them for specific items such as competition fees.

To create a group go to ADMIN Menu and select School Setting Types from left side menu. Select the
School Groups tab. Click Add New Group button.

T RTT T Ifer we T mrE o mr W wmE w

=
Home Classes Student Teacher Biling Report Mail Recital Help ;“-ielcor;te Lo L ;
) ) PO Sample School-Flat Rate - og Lu

o Address Class Types Alert Types Medical/ Questions Income Categories Age
Q‘jchool Setting Types )
Add New Group

3 IPS
% Dashboard ¥ School Group Name :
9 Student Term Condition Status @ e Assistants
& Edit Class Mother
@  Edit Classified 408.00
& Edit Competition Team
& Eedie Dance Company
@ edit email
& edit Jr Company
& edie Milan Tuition fee
@ Edic Tuition Date 15th
& edit West Seattle 2 Payments
Page 1 of 2 (12 items 1 2

h3.To add students to a group

Click the plus sign on the group and go to the Student Tab (2nd tab).
A list of all students will be displayed.

Click the checkbox on those to be included in the group.



compudance

Click Add button

Edit Competition Team

P —
| Group StudentQ[ Student D

Compudance Online Helpdesk - 1

e

Add Student By Class in Group

To remove a student from a group

Class: T
List of Student
# First Name Last Name Age Email | All Pages
| Single Page
/
Leah Cooke 6 cookiesandcream@i Mo’heck fhe
mystudent mystudentlast 7 parentlogin@yahoo. ||
test3 test3 67 test@danceworks.co | :StUden‘tg
Chrissy Reinhardt 6 cari@gmailplus.com | '10 add 1,0
Kelly Glenn 10 noemail@gmail _
JR jones 7 jcarr@yahoo.com *he gf‘Oup
jess test 7 test@mydb.com |
Lauren Tapps 7 tapps@compudance | |
Addon Student 14 email@mytown.comr | |

Go to Admin-School Setting Types- School Group tab
Click the plus in front of the group you wish to see the details for.
The first tab lists all students currently in the group.
To remove one, click Drop on the student’s line.

Page 39 of 307



compudance

Venue / Room Names

Compudance Online Helpdesk - 1

The Venues are the rooms the classes will take place in.

By listing your specific areas, you will be able to clarify your room availability.

To add a new venue or change its settings, go to Admin->Location tab. Click ) Then the second tab is

Location Venue.

>
“* School Setting Types
& IpPS
= Location Name
<3 Dashboard
& Edit | Main Studio

Location Address

= Venue Name

Venue Name:™

Status:”

Type:®

Edit  Studio 1

Enter the information for the new Venue by clicking Add Venue button.

Welcome :Compudance

Home Classes Student Teacher Billing Report Mail Recital Help Support

Emall

main@compudance.com

Location Venues

Capacity Status

Edit an existing venue by clicking Edit in front of the listing.

Make sure you click Update to Save.

Sample School -

Address Teacher User GateWay  Recital Dance  School Season

Cell Phone

0000000000

Is Deleted

Capacity:*

Is Deleted:

Interval - Log Out

Add New Location

Home Phone

Types
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Alerts /| Message Templates

Admin-School Setting Types- Alert Types is where the Admin

user will go to make changes to the templates used to build
messages to the client.

You may customize the appearance of how information is displayed by clicking Edit in front of the alert.

After changes are made, click Update to save.

Event Name

SchoolTerms

SignUpPassword

DefaultPrintinvoice

Familylnvoice

Description

This is what is
displayed when
the school’'s
terms and
conditions are
displayed to the
parent/customer

This is the email
template of the
initial
communication
from the school
to the customer
after online
registration.

This is the
layout of the
Actual Invoice.
An invoice is a
final charge
create at once
with one due
date for a
student.

This is the
Statement
template. You
may customize
the header only.

When Called

Displayed in Initial Online
Registration, First time login to
the Parent Portal and from
School Terms link in the portal

Email sent after a student/
students are registered.

This is displayed or emailed as
one invoice per page/email
from the View/Pay Invoices

It is used when Printing or
Emailing statements from the
Family Ledger Report page or
you can make it individually in
View/Pay Family Invoices from
the Ledger/Statement tab.

Warnings

Please leave CompuDance Terms at
the bottom which explains our
confidentiality of the data and
security of financial information.

Do not change [text] in the alert. It
will be populated from the system
when triggered.

There is html code embedded to
page break when printing, contact us
if the page break is not working.
Most schools will use statements
instead. Any field in [brackets] will be
populated for specific data for that
invoice. Compudance can help
format if you need assistance.

You will need to supply the dates
Invoices paid from and Invoices due
until in order to create the statement.
Do not remove the [bracket fields] in
the alert.



PaymentReceipt

Class Scheduled/

Updated

SchoolMessage

This is the
receipt template
that can be
emailed or
printed.

This is a special
notification that
can be set if the
Student
Subscription is
linked to a class
being
scheduled.

This message
can be
customized by
the school to tell
the customer
the school
procedure after
classes are
enrolled for a
student.

You have options to print or
email after payment is taken.
You can also create a receipt
later if you go to View/Pay
Invoices and click Receipt in
the Payment tab. (A statement
can also show payment
information and how applied. )

This message is automatically
generated to a student email
when a class is scheduled on
the calendar home page.
Typically used for privates or
classes not on a regular
schedule.

This message is displayed in
the Parent Portal after a
previously registered student is
enrolled in a class.

[bracket fields] are populated from
the system. The school details on the
top can be pulled from the data
CompuDance has (default) or you
can change the School Name and
Contact information to whatever you
wish.

There is setup that must be
performed for this apert to be
triggered. See Student Subscription

Schools may have different
procedures to secure a class after a
previously registered student enrols
in new classes. For example; Some
may say an invoice will be sent within
72 hours, others may say audition
dates or contact information.

Click the links to see more details on the Invoice and Statement Alerts or Online Registration and Parent
Portal Alerts

! The alert is recognized by its name, do not change them or add spaces.



Invoice and Statement Alerts

You can add a message to an invoice or statement by editing the corresponding Alert.
Go to Admin->School Setting Types -> Alert Types

= Welcome :Compudance
e G uad ) o e = 1 c o o
Home Classes Student Teacher Biling Report Mail Recital Help Support Sample School - Interval - Log Out

> Address Class Types Medical [Questions  Income Categories  Marketing Replies  Costume Company
2o School Setting Types Add New Alert

3 s

#

Event Name 4 | Event Subject Status

The Alert DefaultPrintlnvoice is the actual format for View/Pay Invoices to print or email what is in the list.

The Alert Familylnvoice is the Format for the Student or Family Statements that are generated in Family
Ledger Report .

Click Edit in front of the one you wish to change and then in the bottom box you should be able to type or
paste in the message.

Keep in mind, the printable alert DefaultPrintinvoice may have page break issues if you make changes
affecting the length of the document.

All fields contained by [hard brackets] will be populated from the system for the specific scenario.

Make sure you click Update to save the changes.
! These changes will be reflected in all invoice or statements until the alert is edited again.

If you need assistance, please contact us. We do have experience in formatting for invoices that will use a
window envelope and other scenarios.
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Online Registratioanarent Portal Alerts

Compudance Online Helpdesk - 1

The studio is able to update their Alerts which are displayed and sent to the Parents.

! Do not change the Names of the Alerts. You may edit the subject line but not the Name.

For the School’s Terms and Conditions which must be

accepted when enrolling and accessible in the portal through

a link on the left side menu.

The studio can edit these Terms and Conditions by going to Admin->School Setting Types->Alert Types.

Welcome :Compudance

Home Clﬂsses Student Teacher Biling Report Mail Recital Help Support
[» Address Class Types Medical [Questions  Income Categories  Marketing Replies  Costume Company

o School Setting Types

A 1Ps

H

Event Name

Class Scheduled/Updated
DefaultPrintInvoice
FamilyInvoice
PaymentReceipt

School Natice
SchoolTerms

SignlipPassword

Click Edit in front of the SchoolTerms alert.

Make your changes to the alert.

a  Event Subject

Class [ClassName] Notice
Invoice

Statement

Thank You for Your Payment!

School Closing
Schogl Terms

Password

Sample School - Interval

Status

Active
Active
Active
Active
Active
Active

Active

Log Out

Add New Alert
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SchoolTerms Schoal Terms Active

Event Text: SchoolTerms
Subject: Schoal Terms
iy = £ @ (i &
Mormal T | Times New Roman =] 3 (12pt) B I U & | E E E @~ A~

Add school terms here

CompuDance Privacy Policy

Your Email and Personal information is not for sale
We collect stendard customer information. CompuDance understands how important this information is to you. We are
committed to keeping it strictly confidential. Your privacy is not for sale. We will never sell, rent, or otherwise abuse the

private information you have trusted us with.

We do not SPANM or sell your email oddresses
CompuDance has an anti-spam policy that prohibits selling, sharing, or otherwise abusing your email address. We collect it

to serve asyour login identifier and for our systems to communicate updates to you.

Mirdn = mnre i

Dresign HTML Preview

Canc

Update Cancel
Keep in mind that CompuDance does have a privacy policy at the bottom. Do not remove it. These are for
your client’s peace of mind that we will not sell any information given or have access to the financial data

entered. If you removed the Compudance portion in error, They are found in the bottom of our website and
can be copied back into the alert.

Click Update to save your changes.

There is a second Alert which issued to generate and email
to the customer when they sign up online for an account
called SignUpPassword

You may edit this alert if you wish to great your customer in a different way than currently stated or give the
customer specific instruction as to how you wish them to use the system and what to expect from the studio.
For example, you may state that a registration fee invoice is ready for payment to in order to accept an
classes enrolled or that the studio will contact the customer within the next 72 hours to review the student’s
ability or class selection.
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SignlpPassward Password Active

Event Text:
Subject:

Narmal

Desian

SignUpPassword
Passwaord

i s s i e

* | Times MNew Roman =3 (12pt) =R T

[l
il
&
(=}
» B
[ i
bl |:<
il

G v A ~

Dear [FirstName] [LastName]
Thank you for registering for ENTER STUDIO NAME Farent Portall
This system will allow you to view and register far classes, view and pay your bills and get specific email
correspondence from ENTER STUDIO NAME |
Go to STUDIO WEBSITE (FILL IN) and Click Parent Portal
Yaour login is your email address.
Your temporary password is [Fassword]
Feel free to change your password, but be advised, we do not have access to ses your password so please keep a
copy ofitin a safe place.

To Register for Classes - Click the Student Tab and pick the Register for Class tab on the left of your
Students Page

To Make a Payment - click the Billing Tab from Top Menu and then View Invoices

HTML Praview

Update Cancel

All fields with a [hard bracket] will be auto-populated by the system when sending.
Make sure you click Update to save the alert.
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In the Parent Portal there is a pop-up message displayed
after a student is Enrolled in Classes. You may edit this
message by changing the alert “SchoolMessage”.

Welcome :Compudance
Home Classes Student Teacher Biling Report Msail Recital Help Support

IS':lmple School -Class Number |v| Log Cut

I:} Address | Class Types |i[ Alert Types I Medical/Questions ” Income Categories I Age | School Group |
= r——
-1 # | Event Name | Event Subject | status
e Ce=r fsch Bl I I
& Student Term Condition Status -F—._____,..-ir Edit [ SchoolMeszage i After Class Register Message Active

Click Edit to open Event Taxt: SchoalMessage Do not Change Name

form editor below % Subject: After Class Register Message

il
I

E

ol |8 | x* X | =@ E (= -3
[Normal [] Mimes New Roman [+][3 (12pt) [l e 1 U 8 = = = |6 - A -

=3 Congratulations! You have been added to your dance class{es). You may hawe an invoice waiting, choose 'Make Payment' to see

if you have an open invoice OR if your studio uses suto-bill pay, please select ‘Setup Auto Pay' and leawe secure biling info to
complete registration. Some studios may not accept onfine payment.

Original default message -

You may change this text to be the description displayed after the classes
are enrolled in the Parent Portal.

—|DEign|H'I'I'-'ILIF-‘TE\.IiE\-\I|

Click Update to save changes —

If you have any questions, please feel free to contact us.
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Gateway

The Gateway tab found in the main Admin section allows for a payment processor to be integrated with our
system.

This will allow the school to process credit cards and/or checking account withdrawals (ACH/EFT) for
payment from an existing invoice in CompuDance.

The payment can be entered by the school or customer if online registration/portal is activated.

It can be processed as a one-time transaction for an invoice or group of invoices, or be from an account on
file.

The payment account on file can be select by the school or customer or by the autopay system.

There should only be one active gateway per school.
The gateway information will come from the account processor who must be an approved processor for the
integration to work.

In the gateway information, the school has the option to allow a new registration to SKIP saving a payment
account on file.

If you check the box, Show Skip Button this will allow a registrant to click SKIP and not enter an account.
If it is not selected, the registrant will not be allowed to complete the registration without entering an
account.

You may allow customers to make a partial payment to an invoice in the Parent Portal. To give them this
ability check the box Show Parent Partial Payment Text.

To allow The Staff and Admin to make partial payments in the View/Pay Family Invoices section, check the
box Show Admin Partial Payment Text.



WS Ir_J AL A A B A A A
Welcome ‘Compudance

Home Classes Student Teacher Biling Repot Maill Recital Help  gypport Sample School-Fizk Rate j Log Out
> Address Location Teacher User Recital Dance School Season
44+ School Setting Types
Add New GateWay
3 IPs
= | GateWay | Merchant Id | Comments | Is Is ACH Visa Master American | Discover | Auto Pay Time(EST)
3 Dashboard Name CreditCard Express
._'l Student Term Condition Status |_ J J |_ |_ J J
Click to open=WEdit | Paysafe- | 10012 9.817 = =
8, student AFD Tuition P Edit s if = ] i o =
form below
= Student Enralment Dashboard Top information provi from Payment Proc
Way<bil - Paysafe- A * B2FE8-C724-E611-BOC
B Schodl User Membesship GateWay<br/> Name aysa.e s GateWaylIserkey 78082F68-C724-H BC
@ School Store LT 10012 GateWayAccountiD:
i Comments:® 9.8.17 Is<brf> CraditCard: [ Do you take Credit Cards through
) School Inventory ' i
i ] ¥ 1o ACH: = iy ] integrated Payment Processor?
m ' 3w Laa5s P 3 ﬂ If you take credit car i
o = " . : Allow Customer to skip
De you take ACH Payments 1hrougl/ Master: = / e e —%ﬂmmmbn’) Express: @] Savinig Accolint of fHelat
integrated Payment Processor? Discover: = Show Skip Button: = end of registration.
Auto Pay Time(EST): Choose Autopay time [~] Show Parent Partial Payment Text: [7]4 Allow Parent to make partial payment
Allow Admin/Staff to make==» Show Admin Partial Payment Text: [#] Show Autocheck Farent: [
partial payment in Family Invoices Allow Parent to Turn on/off "’/ - ancel

Autopay for their saved account Click te SAVE changes

Home | Contact | Careers | Terms of Use | Privacy Statement

® Compudance. All Rights Reserved. © Compudance. All Rights Reserved..

If you* accept credit card payments®, you must have Is Credit Card checked.
You must then check off the types of credit cards you accept.
Keep in mind, Discover and American Express must be explicitly requested for when you apply with the

processing company.
You can see if you accept these cards by looking at your VAR sheet.

If you accept ACH/ payments from checking accounts then you will need to have Is ACH checked.

The system will look at these checkboxes to show only the payment types that are selected to the parent,

student and studio users.

If you have Autopay activated, you can select the time of day you wish these invoices to begin processing.
You can choose any of the following times in the Eastern time zone (4 am, 4 pm, 8 am or 8 pm)
Compudance will need to turn on the autopay feature if you would like to begin using it.

You may allow the customer to turn on and off the auto payment from their account saved on file. If you
want them to be able to turn on and off autopay, Check the box Show Autocheck Parent.

Click Here To see more about Auto-Pay

Our Integrated Payment Processor is PaySafe

For USA Businesses Outside the USA

Our Contact: Joanna Diaz Zachary Schneiderman

Phone: 1949 788 1010 x131 1 514 380 2700 ext. 8292


www.paysafe.com

compudance Compudance Online Helpdesk - 1

Email: joanna.diaz@paysafe.com zachary.schneiderman@paysafe.com

They prefer email as contact method.
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Parents accepting School Terms

The school can now see if and when a parent user has accepted school terms in our system as of February
10, 2017.

To see the list, go to Admin->Student Term Condition Status.

i o ik iy a 2 X = T Welcome -Compudance
lome asses tudent eacher illing eport ail ecital elp Support Sample Schal - Interval - Log Out

:} Address Export to PDF Export to XLS Export to XLSX Export to RTF BExport to CSV

% School Setting Types Student Term & Condition Status

2 Ies

<@ Dashboard # login Id First Name Last Name Email Cell Phone Accepted Date Status -

@ student Term Condition Status ) =

jpauk@myemail.aaa Jenny Paul jpaul@myemail.aaa 9871239876 2/10/2047 Accepted
jpaul@myemail.aaa Tina Paul Jjpaul@myemail.aaa 9871239876 2{10/2017 Accepted
dsmith@myemail.a: Jen Smith demith@myemail.a: 236598765 2/10/2017 Accepted
bmoris@compudan Maggie Marris bmorris@compudan 5552224444 Unchecked
email@email.com Jewels Havard email@email.com  201-803-5358 Unchecked
cemh@muamal - Danla Crnrth comithfrmuamail Fr B18484819 I trrhar bad

To change your Terms and Conditions go to Admin-> School Setting Types-> Alert Types Select

SchoolTerms
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Admin Dashboards

We have two Dashboard pages for you to get a quick glance at the studio standings.

Admin-Dashboard

This page will display 4 graphs.

Dashboard B

Sales Report nvoices Status Report

W august M September M October

nvoices (Status)

25K
5¢
» Opere L07%
: Faid: 97.95% o
5K
— m

Cash Chesk Pay by Famity ACH Account Scheduie ACH Pay

wdent Signup Report Student Signup Status

Amaount{Sum)

W October M September M fugust B buy B June Student (Status)

Active: 90.13%
_ . n Sl —
Active Inactive

The Sales Report graph is a bar chart representing the type of payments you receive and the amount
received using that process.

Student (Sum)

Sales Report

W 2ugust I Septernber I October

Amount (Sum)

SK
oK — Bl _ eeem .

Cash Check Pay by Family ACH Account Schedule ACH Pay
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*The Invoice Status Repor*t shows the percentage of Open and paid invoices for the school.

Invoices Status Report

nvaices {Status)

o .

The Student Signup Report allows you to see the month students originally registered in and the
breakdown by current status.

Student Signup Report

W Cctober M September M August MR Juy IR June
250
200
150

100

Student (Sum)

o I R

Active Inactive

The Student Signup Status tells you the percentages of Active vs. Inactive Students
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Student Signup Status

Student (Status)

Active: 90.13%

I nactive: 9.57%

Student Enroliment Dashboard

Current Season is 2017-2013

10 Enralied 224 Active Not enrolled 0 Dropped Today 234 Active 198 Active
Students Students Students Students Famibes
Student Chart Student Answer Chart Student Enrolled Chart
Cles: Word of Mouth-
Evoppad Today Other-
Mo Response:
el Newsgage |
Intemat
Friand
Active. ¥
Eniled o
Mot Enrwied ¥ i
EEEEE 4 6 8
Class Limit Taken Percentage = | city Total -
Lymcal Intersive - Sat 10 1 0% Ciiy A 100 |
Mo 5:45 Advanced Hip Hap £} 4 1% Chy8 57
Mo 545 T 1 18 53% Ciy G a8
Thu Beginner Hip Hop 0 (] % CayD 13
Tue 430 Topilazz k] 2 L - Tawn A 5 -

This page will show you the Students Enroliments as of today.

Current Season is 2017-2018

10 Enrolied 224 Active Not enrolied 0 Dropped Today 234 Active 196 Active
Studgents Students Students Students Families

* How many are currently enrolled
+ How many Active students are not enrolled
+ How many dropped today
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+ How many Active Students in total
+ How many Active Families in total

You will also see 3 graphs

Student Chart

Class Units -5
Dropped Today
el o

b

Prospect £

InAct
Active.

Envciled =
Not Enolled:

@ 50 W0 ™ A0 2W

Compudance Online Helpdesk - 1

Student Answer Chart Stmdent Enrolled Chart

Word of Mouth
Other
Mo Response

Inbesmet
Fivend

Driva By
Darect Mal
Burthday Party

= [--N--N -] = [-I--]
ra s " <+ .

= 1]

@

el | | |

» The first will be a student chart (Active, Prospect, Inactive), Enrolled, Not Enrolled and Dropped

» The Second is your marketing results- How did you Hear About Us? Question. It will display the
results for marked in student registration or on the School Questions tab in the students details.

+ The 3rd Graph displays the current enroliment progression. How many Enrolled today compared to
how many enrolled this month compared to how many enrolled last month based on the registration

date.

The bottom section has 2 charts.

Class Limit | Taken
Lyrical infansive - Sat [ 10 | i
Man 5:45 Advanced Hip Hop 0 | 4
Mon 645 TRAL [ 20 | 16
| &

Thu Beginner Hip Hop 30

Tue 4:30 Tapilazz 2

Percentage ~ | City Total
[ 1o . Ity A 100

13% ¥ B 7

s3m &

» The first will show you default season classes and their percent of capacity
* The second will list where your active students live and the quantity from each town/city. (Enroliment

status is not considered.)
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Remove Measurements

You now have a function in Admin called -Removal All Student Measurement

Home Classes Student T

b address

¥ School Setting Types

3 IPS

<3 Dashboard

8 student Term Condition Status
& student AFD Tuition

I=]1 student Enrolment Dashboard
35 School User Membership

Remove all Class Measurement

© Compudance. All Rights Reserved. & Com

Click this option to remove all measurements from your database.
Then confirm in pop-up box to Remove measurement

Confirmation Student Measurement Update

Are you sure you want to remove all class measuremeant,

Cancel Remova Measuremeant

* If you entered in a few classes already, run the measurement report in Report-
Measurements Report for the classes already entered so you can input them again.
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Manage Classes

Compudance Online Helpdesk - 1

To access the Class Menu, select Classes from Top Menu bar.

This list will be displayed by the season the class is associated with.

The Default season is the one loaded first.

If you want to change to a different season, just use the Select your season drop-down

) Welcome x
Home Admin @ Student Teacher Biling Report Mail Recital Help Support

I3 class Attendance by Scheduler

|Sample Dance

Expart to POF |(§pnrttﬂ)ﬂ.5 || Exporttu}(@i Export to RTF || Export to CsV
i —

f@7 Class Attendance by calendar

Classes By Season

School Classes

Headers can be clicked to sort by g Name Code Type Age  Color| S# | Availz StartTime | EndTime | M Tu |W Th F SA s

E.s

dlll Class Chart
) ) Select Your Seasons: 2017-2018 ﬂ
B mactve Class
Filter boxes to search ——— | |: E
@ Edt Lyl |sp ez Al L 1 9
Click + to see detail tabs Intensive Ages
& Edt  Mon Monday Hip AN L1 2 |28
5:45 Hop Ages
Click Edit to change name, code,  Advanced
type, age, class max or status. Hip Hop
@ i Mon Monday  Tap/l Al | |8 |22
6:45 Ages
TA/L
@ Eqt  Th Thursday Hip Al | a3 |27
Beginner Hop Ages
Hip Hop
@ Edr Tue Tuesday Tapl Al L[| |1 |20
4:30 Ages
Tap/lazz

12:00 PM

345 PM

3:30 PM

4:30 PM

4:30 PM

5:00 PM

7:00 PM

6:30 PM

5:15PM

5:30 PM

=

Log Out
Add New Class

If you need to Add a
Brand-New Class

[

]

|

e

<1
(]

m @ §
m @ §
m M
m @

This list can be sorted by any column by clicking on the column header. Additionally, you can
search for a class by using any of the white search boxes underneath the column headers.

Click Edit in front of any class to change the Name, Code, Type, Age group, Status, Color for the calendar

and class maximum.

Click + to see the detail tabs for the class.

* Class list can be exported to Excel (XLS) or (XLSX)
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Add a New Class

Click the ADD NEW CLASS button on the upper right side

. N N o . VWelcome :Compudance
Home  Admir @ Student  Teacher Biling Report Mail Recital Help Support Sample School-Flat Rate = Log Out
‘./ Class Attendance by Scheduler Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV Add New Class

& Class attendance by calendar classes Bv Season

Class Chart

: Select Your Seasons:| 2016 - 2017 )
3 InActive Class e

School Classes

# MName Code Type Age Color S# Availz StartTime EndTime M Tu w Th F =F.1 (=4
- - - - - - - - -
@ Ear New summer | 4- | Al 0 12 9:00AM  10:00AM @ 5 & a &} v a
Class 5 Ages
ance
@ Edit Private-  varies Holid: All 0 1 12:00 AM  12:00 AM & (2] =] a (2] = =]
lessica Ages
& Edit  Beginner ages3-4 Ballet All 11 |4 1:00AM 12:00PM & B B B B &8 @
Ballet Ages

You will begin by completing the class name and description. All fields with a * are mandatory.

Name:* Code:”

Class Type:" i\'. Age:” "|
Status:* F Color:* T|
ClassLimit:* Drop In Class:

Update Cancel

Name - can be whatever you like

Code - is a further description of the class — can be the level, day it meets, etc

Class type — this is the class genre. Select the type from the drop down menu (customized by studio). To
set the categories for your school go to Admin->School Setting Types->Class Types

Age — This is the Age range the class is designed for. To set the categories for your school go to Admin-
>School Setting Types->Age Groups.

Color — the color assigned to a class, appears on the homepage calendar. It can be used to designate a
teacher, classroom, etc. If the preference is to not assign a color, select white.

Drop in Class — check this box to accept drop in enroliment by the day.

Status — ACTIVE is a live class, INACTIVE is a class that is not currently active, and DO NOT SHOW is an
Active class but prevents the class from appearing to a parent login in onlie registration or in the portal.

Once all the data is entered, hit update to save. You will then be presented with the following screen:
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Season

Start Date End Date

StartTime EndTime Mon Tue

Compudance Online Helpdesk - 1

Fri | Sat | Sun | Min

Season: 2016 - 2017 ~  Start Date: 8/31/2016 v
bty . End Date: 5/31/2017 »
EndTime:* = Teacher: * i
Venue:* - i

Tue: Wed:

Thu: Fri:

Sat: Sun:

Capacity:

Schedule Cancel

Season — defaults to the current season/session but can be overridden to another season

Start and End Dates — The dates define the time period of the class. They are defaulted based on the
season but can be overridden.

Start Time and End Time — Determines the class length

Venue — The classroom/studio where the class meets

Teacher — This is the main teacher assigned to the class. Select one from the drop down menu. Additional
teachers can be added from the teacher tab.

Day of the Week — a class can meet 1 or more times a week. Select the appropriate day(s)

Capacity — this is not a mandatory field, it is the max number of students allowed in the class

Lastly, click SCHEDULE to save class and auto-schedule onto the calendar. You will receive a confirmation
box. You can click close if you are finished or edit to make any changes.

Congratulations! You have successfully Schedule
Classes on calendar
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Edit a Class

You are able to change the main information of a class if you need.
This includes Class Name, Age Group, Class Type, Class Limit, Color and code.

! Any Information you Edit for the Class Line will be changed for every instance of this class.

If you make a change to the Class Name, it will change for all occurances in your system. For example if
you have a misspelling, you can correct it and all places the name is shown will change.

If you used to keep the day of the week or times in the name which will be different in the new season, you
can edit that out now that we have other fields tracking that specific information.

! DO NOT Change a Class drastically to another class if the class was previously used in any
season.

If you change the Class Type, please make sure the new class type is properly marked as Billable or not.
Billable is if the class is calculated in Tuition.

You may Edit the Age Group. Most studios will allow this to change year by year depending on the student
ages enrolling. If you do not care about tracking this information for the previous years, just change it. If you
want to know the specific classes and ages by year, you can create a new class.

Class Status can be changed.
If you use online registration/Parent portal. Active is used to allow Parents to register for the Class. * Do
Not Show™* will keep the class active for the studio, but parents will not see it to enroll in. If you are making a

class* Inactive* -this means the class in no longer offered. Please clean your data and End Enrollment for
all of your students in the class. You can also remove any scheduling dates from the calendar that will not

be held. To do so go to Class Day Time tab the class.

The Class Limit controls the maximum number of students to enrolled in the class per season. If the class
has reached the limit, it will not allow anyone to add a student to the class, unless another student ends
their enrollment or is dropped or if the Class Limit is increased.

The color is used for the color the class is designated on the calendar pages. This includes the parent
portal calendar page. You may change it for the class at any time. Some schools will use the color to



designate something to the school. It may represent a genre, teacher, venue/room, age group or level. The
studio can determine how they want it displayed. CompuDance recommend the lighter colors so the Black
text can be read correctly.



Remove a class

If you are no longer holding a class, go to Classes section.

Find the class, click plus.

If you still have students enrolled, select the all and enter the last date the class was held in the end
enrollment date field.

Then click End Enroliment.

Go to the Class Day Time tab. | would sort by day date in descending order, so click the column twice.
Select the dates that are no longer occurring. Then click Delete.

You can also go to the Class Teacher tab and end the assignment for the teachers assigned.

If you are not going to offer this class in the future for a different season, you can click edit on the class and
make it inactive.

If you do plan to use it, you can leave the class in your list if you wish. If you still have open enroliment
through the parent portal for this currently offered season, make the class have a status of Do Not Show.
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Class Data Tabs

Once classes have been entered, they are listed in a grid. The default list of classes are those in the current
season. The season can be changed to view classes in a different season.

Welcome i
Home  Admin Student Teacher Biling Report Mail Recital Help  Suppert [Samgle Dance Log Out
[ Class Attendance by Scheduler Export to PDF |(§Du’t to XLS || Export to X@| Export to RTF || Export to CSV Add New Class
i —

] Ciass Attendance by calendar Classes By Season If you need to Add a
Jlli Class Chart Brand-New Class
) ) Select Your Seasons: 2017-2018 ﬂ
B mactve Class
School Classes |
Headers can be clicked to sort by g Name Code Type Age  Color| S# | Availz StartTime | EndTime | M Tu |W Th F SA s ‘
Filter boxes to search —— | |: [‘ . E E E E E E E
& Edt Lyrical sp Lyricz Al :. .; 1 9 12:00 PM | 5:00 PM [m] =] 0] [m] =] (=]
Click + to see detail tabs Intensive Ages
[+ Edit Mon Monday Hip Al Ll |2 28 | 5:45PM 7:00 PM [+ 0 O] (] =) ] =
5:45 Hop Ages
Click Edit to change name, code,  Advanced
type, age, class max or status. Hip Hop
& g Mon Monday  Tap/l Al | '8 |22 |s30PM E30PM M N W N N BN W
6:45 Ages
TA/L
@ Edit Thu Thursday Hip Al | 13 27 (430 PM 5:15 PM ] = O] =] O] =]
Beginner Hop Ages
Hip Hop
@ Edr Tue Tuesday Tapl Al [ 1 |28 |430PM  5:30PM (] E B O =
4:30 Ages
| Tapflazz |
Tt The class grid can be sorted on any column. Simply click the column header and the data will be re-

sorted. If you need to find specific data, use the white search boxes located under the column
header. Enter in the data you want to locate.

Edit vs. Plus Sign

Edit — reveals the class name/description data fields as well as the status of the class.
Plus Sign — reveals tabs that store additional information pertaining to a particular class — see below
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& Edit Hip Hop Ages 6- Hip 2 12 4:30 PM 5:30 PM a K & =]
9 Hop
Class Day Time Measurement Size Chart Class Manage Schedule

Enrolled Student Was Enrolled Student Add Student Class Teacher Add Teacher

Enrolled Student

# First Name Last Name Age Email Enrollment Dat Enroliment End
Edit 3§ Drop Alexandria Daniel 10 ddaniel@gmail. 7/29/2016
Edit 3§ Drop Kierra Camper 7 camperk@gmal 9/12/2016

Tab Name Function

Enrolled Student List of enrolled students

Was Enrolled list of students that have UN-Enrolled from the class
Student
Add Student allows the addition of one or more students to the class

Class Day Time List of entries of class on the calendar

Class Manage allows edits to class day, time or main teacher

Schedule
Measurement Enter measurements for students in the class
. Auto sizes costume sized for each student based on student measurements and costume
Size Chart .
- manufacturer size charts.
Class Teacher Lists any additional teachers for that class

allows additional teachers to be added. Main teacher is selected on Class Manage

Add Teacher Schedule tab
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Measurement and Size Chart

Measurements can be added either from the student record or from the class. The measurement tab will
only display the students enrolled in that class. When entering fractional sizes, use decimals (not fractions).
For example, enter .5 instead of 1/2.

&@ Edit Hip Hop Ages 6- Hip 2 12 4:30 PM 5:30 PM ] v a A
9 Hop

Enrolled Student Was Enrolled Student Add Student Class Teacher Add Teacher

Class Day Time Measurement Size Chart Class Manage Schedule
# Student Bust Waist  Hips Inseam Qutsear Girth Height Size Misc
Camper 31 32 35 21 45.5
Kierra
_ When entering

Daniel SM fractional sizes,

Alexand you must use decimals
1/4=.25
1/2=.5
3/4=.75

Size Chart tab — Once the measurements have been entered, the system will auto-calculate the size based
on the manufacturer’s size charts. We have loaded the most common manufacturers.

& Edit Hip Hop Ages 6- Hip 2 12 4:30 PM 5:30 PM = v = =]
9 Hop

Enrolled Student Was Enrolled Student Add Student Class Teacher Add Teacher

Class Day Time Measurement Size Chart Class Manage Schedule
Size Chart
Drag a column header here to group by that column
Firstname Lastname Weissman Dansco Reverence Dance Theatricals Cicci A
Kierra Camper IC MC YS IC Medium Child M
Alexandria Daniel
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! If you have last year’'s measurements saved, you may remove them all by using the Admin-
Remove Class Measurement function
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Class Teacher and Add Teacher
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Already assigned teachers are listed under the Teacher Tab

& Edit Hip Hop Ages 6- Hip L 2 12 4:30 PM 5:30 PM (=] ] (=] =]
9 Hop
‘ Class Day Time ‘ Measurement ‘ Size Chart Class Manage Schedule
‘ Enrolled Student | Was Enrolled Student ‘ Add Student Class Teacher Add Teacher
Class Teacher
# First Name Last Name Email Assign Date Assign End Date
Edit 3§ Drop teacher sampleschool teacher@sample. 8/1/2016
Edit 3 Drop Kira Davia Davia@compudar 7/26/2015
Assign End Date: i End Assign

To add additional teachers, select the Add Teacher Tab

You will be presented with a list of available teachers. Simply
check the box on the teacher you want to add and enter an
assign date. Lastly, click ASSIGN to save.
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@ Edt HipHop Ages6- Hp L 2 12 |4«3°PFM [(s330fMm (OO0 W OB (OB | B
9 Hop
Class Day Time ‘ Measurement H Size Chart ” Class Manage Schedule

Enrolled Student “ Was Enrolled Student “ Add Student ‘ Class Teacher Add Teacher

School Teacher

# First Name Last Name Email Assign Date Assign End Date

Edit Maureen Strehl info@compuacad 12/8/2016 12/8/2016 0
Edit Cara Murphy Cara@compudani 12/8/2016 12/8/2016 O
Edit Tricia Tots triciastotsdance@ 12/8/2016 12/8/2016 0
Edit Kaleigh Sanders KS@compudance 12/8/2016 12/8/2016 O
Edit Felicia Eric Eric@compudanc 12/8/2016 12/8/2016 'm|
Edit Georgia Smith Georgia@demo.c 12/8/2016 12/8/2016 m|
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Class Day Time

This is a list of classes scheduled on the main calendar to the specific date.
You can sort it by date, filter it for a specific season.

You may delete classes form the calendar by selecting that row and then clicking Delete.
If you wish to remove multiple dates, you may select them individually or you can select the top right corner
box to select all rows on that page.

This list is also useful to check for scheduling issues.
The video example below will show you:

» where the Class Day Time tab is

* how to sort the grid by date

* how to delete 1 scheduled class date and a group of them
+ then show the results in the calendar



How to Delete a Scheduled Class

To delete classes that are not going to be held

By date of Holidays or School Closing

You can go to the Home screen (calendar) go to a specific date and remove the classes for that day.

Just right-click on the class occurrence and select Remove selected class.

If you have a Mac/Apple you can hover over the class to get the choice to remove the Class Occurrence for

that date.

To remove for 1 specific class

Go to Class Day Time tab for the class

Sort by Date in either ascending or descending order
Find the dates to be removed

Check them off on the right

Click Delete
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! Ifthe classis being canceled, you will need to end enrollment for any current students in the
class and remove the class dates from the schedule as described above, prior to clicking
Edit for that class and changing the status to Inactive.
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Class Manage Schedule

This tab allows you to schedule this class in the seasons.

& Edit Hip Hop Ages 6- Hip 2 12 4:30 PM 5:30 PM =] ,/ = =]
9 Hop

Enrolled Student Was Enrolled Student Add Student Class Teacher Add Teacher

Class Day Time Measurement Size Chart Class Manage Schedule

—

# Season Start Date  End Date StartTime EndTime Mon Tue Wed Thu Fri Sat Sun Min #

Edit Summer 7/10/2016 8/12/2016 10:15AM 11:00 =] v (=] v 3 B 5] 45
2016 AM

Edit 2016 - 11/1/2016 11/30/2016 4:30PM 5:30 PM =] ¥ 5] i 60
2017

This tab has two functions:

1. Editing day, time, teacher of class, venue/room

To edit the class details, click edit in the row of the season you wish to change.

You will see the form appear for that season.

If the changes are for the entire season , you may change the necessary information. Click Schedule to
save changes. Calendar will automatically get updated with the new details.

If the change applies to only part of season , you can change the start and end dates to define when the
change begins and ends, then make your other changes. Click Schedule. The dates previously scheduled
outside of the date range will not be affected.

2. Adding a class to new season

If a studio offers the same class year after year, a new class does NOT need to be created each time.
Instead, the class simply needs to be added to the new season. The time, date and teacher can be different
from previous seasons. The only thing that would remain the same is the class name.

How to add a class to a new season

Click on SCHEDULE NEW CLASS button.
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«¥» We recommend you make the New season the default season so it is easier to schedule the

classes.

Then Go to Classes and change the season to one the class is already scheduled.

For example if you are scheduling the 2017-2018 season, you may take classes from the
2016-2017 season. So make the new season (2017-2018) set as the default season.
Then when you go to Classes, this will be the season you see at first. Change it to be the
2016-2017 season so you see all if the classes for that year.

Compudance Online Helpdesk - 1

Go to the Class manage schedule tab for the classes that will be offered in the new season. Click Schedule

New Class.
Fill in the information for the new season offering.

i

Select Your Seasons:| 2016 - 2017

School Classes
# Name Code Type Age Color 52 | Availi StartTime  EndTime I Tu W Th F =1 5
Clear beg - - - - - - - - -
B e | oeg O
%‘ Edit Beginner ages 3- Balle All 11 |4 11:00 AM | 12:00PM | B/
Ballet 4 Ages

Enrolled Student ” Was Enrolled Student " Add Student Class Teacher || Add Teacher |
Class Day Time ” Measurement " Size Chart Class Manage Schedule ‘

# Season Start Date | End Date StartTime | EndTime | Mon | Tue | Wed | Thu | Fri | Sat | Sun | Min | #
Season: summer 2017 - Start Date: |6/1/2017 -
StartTime:* :

End Date: |8/31/2017 -
EndTime:* =
¥ Teacher:* -
ok
Venue: o Mon: D
Tue: 0 Wed: O
Thu: O Fris a
Sat: O sun: Ol
Capacity:
Schedule Cancel
Edit 2016 - 1/1/2017  5/31/2017 11:00 AM 12:00 PM /] 60
2017 : : : :
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Complete the following fields. Once complete, Click ‘Schedule’ to save changes and add to class to
calendar.

«¥s Classes will only be scheduled on the calendar if there is a Day of the week selected.

will display to whatever is set as the default season in ADMIN. Can be changed to a different
season

Season

Start Date  Day the class will begin — will default to season date but can be changed
End Date Last day of class-will default to season date but can be changed
Start Time  Start time of the class

End Time End time of the class

Teacher Main Class Instructor, if you need additional teachers, add them on the teacher tab

Day of day of week class meets, can be more than 1. If none selected, the class will not be placed on the
Week calendar.

Venue classroom or studio the class meets in

Capacity This field will not override the Class Limit in the main class line.

Class must be scheduled on the calendar in order to:

* Run the Class Manual Attendance Report- Printable report to take attendance.
+ Enter Attendance in the system
» Have tuition calculate for the class- if the class has a class type that is marked as billable



Editing a Previously Scheduled Class

You can edit the schedule for a previously scheduled class by using the Class Manage Schedule and Class
Day Time tabs.

This includes: the teacher scheduled for the class, the start and end times, the day of the week, the room
(venue)

To change how a class is scheduled for the entire season

Go to the Class

Click the plus for the detail tabs

Go to the Class Manage Schedule tab.

Click Edit for the season you wish to change.

If the entire season is being updated, keep the same start and end dates for the season.
If the class is being extended you may update the end date.

Make your other changes if any.

Click Update.

All of the dates in the start and end dates range will be changed if no attendance has been taken for that
class date.

If you want to change a smaller range of classes scheduling but have other dates stay the same.

For example, if the class will have an extra practice day at the same time on the second day of the week.
you would set the start and end dates to the date range when the extra class would be added. Check off the
extra day and click update. Only the days in the new date range will have the extra class. The other weeks
in the session will not be changed.

You can use this to temporarily change the teacher or room assigned too!



Enrolled Student

This tab lists all students currently enrolled in the class. From this tab you can remove students from the

class.

1. DROP - by clicking the DROP link, a student will be completely removed from the class. This means
there will be no history saved about the student’s enrollment.

2. Edit — Allows you to edit the enrollment dates original input for this student. This is where you change the
enrollment date for the student.

3. End Enroliment — This function removes the student from the class but keeps the history of both the date
enrolled and the date they un-enrolled. Enroliment history can be viewed from the Was Enrolled Tab.

@ Edit Hip Hop Ages 6- Hip 2 12 4:30 PM 5:30 PM i1 ¥4 =] il
9 Hop
Class Day Time Measurement Size Chart Class Manage Schedule

Enrolled Student Was Enrolled Student Add Student Class Teacher Add Teacher

Enrolled Student

# First Name Last Name Age Email Enroliment Dat Enroliment End
Edit 3§ Drop Alexandria Daniel 10 ddaniel@gmail. 7/29/2016
Edit 3¢ Drop Kierra Camper 7 camperk@gma 9/12/2016

Enroliment EndDate: End Enrollment

To end enroliment for one student. Select the checkbox to the right of the student’s row. Enter the end
enroliment date. Click End Enroliment Button. (Student enroliment could also be ended in the Student tab-
Enrolled Classes.




If you wish to end enrollment for the entire class, you may select the top right corner to select all students.
Enter the last date of class in the End Enroliment date box and Click End Enrollment Button.
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Was Enrolled Student

If a student has un-enrolled from a class, the history will be kept. Click the Was Enrolled tab to view the

history.

‘ Class Day Time ‘ Measurement | Size Chart ‘ Class Manage Schedule ‘

‘ Enrolled Student ‘ Was Enrolled Student ‘ Add Student ‘ Class Teacher | Add Teacher ‘

Was Enrolled Student
Drag a column header here to group by that column
# Month First Name Last Name Email Enrollment Date Enrollment End D
March Angela Sexton ang80@compu.ne 9/14/2015 3/1/2016
May Lauren Tapps tapps@compudar 2/1/2016 5/2/2016
May Dawn Macre beth@compudanc 4/21/2016 5/2/2016
May BRAD JOHN test@email.com 4/29/2016 5/10/2016
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Add Students to a Class

You can Add a group of Students to a specific class

After hitting the plus sign on the class, select the Add Student Tab. You will be presented with a list of all
active students.

1. Select the checkbox next to the name or names of students you want to enroll in the class. You can
select multiple students across multiple pages at the same time. You can filter or sort the students list to find
them easily. If you check of a student and then change the filter so you no longer see the student, they will
remain checked in the background to be added in a group.

2. Enter the date of enrollment. This date is typically the first day of classes for the season or the day the
students marked will begin classes. If the date is after the start of the season, the student will not be on the
attendance until the enrollment date. They also will not have calculated tuition for this class if the date range
entered is prior to the enroliment date.

3. Hit ENROLL Button

& Edit HipHop Ages6- Hip 2 12 4:30 PM  5:30 PM =] ~d a 5]
9 Hop
Class Day Time Measurement Size Chart Class Manage Schedule

Enrolled Student Was Enrolled Student Add Student Class Teacher Add Teacher

Unenrolled Student

# First Name Last Name Age Email Enrollment Dat Enroliment End
Edit test 5 test 5 6 lynnecapps@gr 12/8/2016 12/8/2016
Edit mystudent mystudentlast 6 parentlogin@y: 12/8/2016 12/8/2016
Edit Bettty Yab 7 Jweber@compt 12/8/2016 12/8/2016
Edit Rylie Morton 7 mrylie@yahoo. 12/8/2016 12/8/2016
Edit Meg Zyts 3 zme®@mail.oh 12/8/2016 12/8/2016

Search for students quicker by using the search and sort functions



Add Teacher(s)

Each class can only have one main teacher assigned to it but can also have multiple additional teachers.

Main teachers are assigned when the class is created and the class details are entered on the Class
Manage Schedule tab

Additional teachers can be added using the Add Teacher Tab under the class. Use the additional teachers

to give a teacher access to that class through their teacher portal.

Only the main teacher will be displayed on the main calendar, student rosters and attendance reports.



Private Lessons

CompuDance does recommend you set up your private lessons as classes. You can set up each class
individually if it is recurring, or 1 class marked as privates for each teacher.

Class Set up

We suggest you set up a special class type as Private. When a student is enrolled in the Private class, you
will see it in their class count number and listed in the enrolled classes.

You could also have Duo and Trio, group class types if you wish. You will also set the Status of this class as
Do Not Show so only the studio will enroll in this class.

If you wish to allow online enrollment to be offered with a Private Class offering, you can set a ‘Bucket class’
for this offering.

Since most studios charge a different rate from their tuition for the private classes you would not check the

Is Billable check box for this class type. If the Is Billable checkbox is not marked, the class will not be

included in any tuition calculations.



For Example: If a student takes 3 regular classes and is enrolled in the Private class.In the student grid you
will see the Class number as 4, but the tuition will only be calculated on the 3 classes that are marked
billable.

Scheduling

Some studios will schedule a recurring private lesson for a set time period. If you do this, you can create
the class as you normally would and enter the schedule like a normal class. It will be placed on the calendar
for the day and time you select.

Other studios will schedule a Private as needed. When setting up your private class for an as needed
scheduling, you will not check off the day of the week the class will meet. The time range also will not be
pertinent.This will prevent any calendar scheduling at this time, but will allow the student to be enrolled in
the class for this season.

Scheduling Individual Date Class

When you wish to have this class scheduled, you can go to the Home page/Calendar. Right click anywhere
on the background of the large calendar. Click Schedule New Class. Select the season, class and complete
the other information. Then click Update.

» The studio will then see the class scheduled on the calendar. It will also be reflected under the class
in the Class Day Time tab.

+ If you have Teacher portals and the teacher is assigned to the class, they will see it on their calendar.

+ If you have parent portals, the parent/student will see it on their calendar.



* The teacher and the student can also have notifications set to alert them of the scheduled class.

Invoicing

Each school invoices privates in different ways. Some may sell them in advance individually or in a
package. Some may make them pay at each class. Some may invoice after the class is held. Some may set
the price in the Tuition rate.(Elat rate tuition only.)

You can sell the Private lessons in packages or as Punch Card style. In order to do so, you would set up an
income category and charge it at the time of the sale.

You can invoice the privates after the fact, by using a different income category other than Tuition. You can
do it each date the private is held or in one invoice for multiple meetings. You may use the quantity to set
the number of times met in the period entered.

If you wish to invoice your privates in a different way, please call us to discuss your options.



Bucket Classes

A Bucket Class is not an actual class that will meet together. It is a holding spot for a group of students.

They can be used for various reasons.

Online Registration Class Status should be Active

+ for a type of class so the studio can determine which actual class the student belongs.

» For letting the parent determine if they are interested in being in the Recital (You could also use
School Questions)

+ If a student will be attending auditions/tryouts.

You can also use them by the studio only for Private classes that do not occur on a regular cycle.

To create a Bucket Class, you will have a class type that is Not marked Is Billable.
Here is a video clip of creating the class.

Make sure the class limit is not smaller than the amount of interest you may have it in.



If you have enrollment into Bucket Classes, you actual classes should be marked as Do Not Show.
Then you will decide which class each student should be enrolled. Add them to that class and drop them
from the Bucket.

The parent will be able to see the actual class enrolled in tin the Classes tab.

You could also send out the schedules if you have this option.



Waitlist Classes

If you wish to offer a waitlist for a class, you can!

| would not create them for every class, just the ones that will typically fill fast, or you can wait to create a
waitlist once the original class is near or meets capacity.

1. You will need to have a “ class type of Waitlist. Do not check off the Is billable checkbox.

2. You will go to the Classes section and find the original Class. Click Add New Class button. Complete the
Form for the Waitlist.

* Match the class name, age to the original class.

+ Set the Code to Waitlist.

» Set the Class Type to Waitlist.

+ Set the Status to Active.

+ Set the limit to how big you will allow the waitlist to get.

3. When you click Update you will be brought to the Season Schedule window.
Make sure the Season is correct to the Season the Waitlist.

+ If the waitlist will be used to form a different class: the time frame should be the studio hours. Do not
check off a day of the week. It will not place the class on the calendar, but still allow enroliment.

+ If the class is for this specific class offering in case previously enrolled students are not capable of
attending, you can use the specific time frame. | would not check off the day of the week, but you can
enter the day in the class name for clarification.

4. Click Schedule

The waitlist will now be available to be selected when the season is opened for enroliment.

The Student-Student Online Register will be able to show you the specific enroliment order of your waitlist

classes.
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Manage Students

To access students, from Main Menu select Student option

The main student grid displays all active students regardless of season.

You can uncheck the Enrolled in Season box if you want ot see the students who are not enrolled in the
season.

You can only check the Enrolled in Season tab to see the students who are enrolled in the season
displayed.

This list can be sorted by any column by clicking on the column header.

Additionally, you can search for a student by using any of the white search boxes underneath the column

headers.

| Expart to PDF || Export to XLS || Export to XLSX || Export to RTF || Export to CSV |

Student By Season

Select Your Seasons:|2017-2018 = [[] Not enrolled in Season Enrolled in Season

# Create | Family D First Name | Last Name | Email Cell Phone Gender | Date Of Birth | Age | Class# Tuition | Balance
@ Edit | Invoica | Ailey-57621 Billy Alley jruszkowski21 @gmail.com 3334441234 Male 6/26/2017 1} 6 110.00 1327.76
@ Edit | Invoice | Amold-54507 Bryanna Amold maureenstrehl@gmail.com 5512656451 Female 2/8/2011 7 12 325.00 1418.05
@ Edit | Invoie gf;(’:g”""g' Judi Browning  ebrowning2@gmail.com 2125551212 | Female | 5/15/2009 o 1 6300
@ Edt | Invoie g;ﬂ;”‘rg' Roberta | Browning | ebrowning2@gmail.com 2125551212 Female | 4/1/2011 7 5 7500 1100
@ Edt | Invoice g'gﬂigg-"b'ﬁia“""“ Lynne Capps lynnecapps@yahoo.com 6665554444 | Female 1/1/2010 & 3 5000 81346
@ Edit | Invoice | Caroline-63065 Cari Caroline info@compuacademy.net 2221113333 Female  4/3/2011 7 4 75.00 660.50
Hﬁl Edit | Invoice | Cat-65485 cher cat compudancesoftware@gmail.com 2014174851 Female  4/4/2014 4 1 4500 300.00
o ’ ___ | Cooke/Giglio- .
@ Edi | Invoice 2006 Leah Cooke compudancesoftware@gmail.com 856-555-1229 Female  3/24/2010 8 4 4500 161.12
@ Edit | Invoice | Faucet-63064 Rain Faucet Water2@g.c 112229999 Female  2/1/2013 5 1 30.00 283.50
@ Edit | Invoice | Kelly-100019 Dani Keely gina@compudanca.com 5554447111 Female | 3/5/2014 4 2 000 20.00

Page 1 of 4 (38 items) m 2 31 40

This list can also be exported to excel. Click the export to XLS at the top of the page.
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You may edit the information displayed by clicking Edit on the student line. A
form will appear below it.
Make your changes and click Update to save.

o¥s To update an email or mailing address for the family- make the change in the Family link

page.
| i | Create | D | First Mame | Last Name | Email | Cell Phone | Geru:ier| Date OF Eiirth| Age | dass»{ Discoun{ Balance
Clear | Ili I I I Il I I |

hﬂ! Invoics Jane Kim JaneKim@gm 2013698745  Female 7/18/1985 22 0 0.00
lick Edit to open form below

o | | First Name:™* |7ane |

Last Name:*  |Kim | Email:® |Jane.Kim@gmaiI.com |

Cell Phone:®  |2013693745 | S [active [+

DiscountType: [Fixed [¥] Gender:* [Femzle [~]

Type: [Fulltime [¥] Date Of Birth: [7/18/1955 [+]

|

Discount: |0.0000

Click Update to save changes | Update Cancel

Create an Invoice from the Student List.

In front of each student is the link for Invoice.
When clicked, it will bring you to Create an invoice for that student.

You may change the start and end dates, if you wish. Then click Find again.

See the Student Balance in the far right column of the grid.

This will be the balance of all open invoices for the specific student regardless of when it is created or due
date.
There is a detail tab to see the student open invoices under the Student.

View family billing from the student grid.

Click on the family name from the student page to view family billing, post payments and save payment

methods.
|¢ Create | Family |m First Name Lastwame|5mai| Cell Phone |Gender nanaoram|me Class# Tuition (Balance
Click fami‘y name to view Tamily billing | | | | |
@ Edit | Invoice | Ailey-57621 Billy Alley jruszkowski2 1 @gmail.com 3334441234 Male 6/26/2017 a 6 110,00 R1327.7
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* To see any detail tabs for the particular student click the plus symbol in front of the
student’s line. (Some systems may show an arrow symbol instead of the plus.)
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Add a New student

To add a new student in a new family, click on the Add New Student button located on the left-side menu .

! The email address may not previously exist in the system

Welcome :Compudance
Home Admin Classes Teacher Biling Report Mail Recital Help Suppart Sample School-Flat Rate

% Class Attendance

% Motification

% InActive Student

D Student Online Register

&L Family Link

;% Click here to UnscribeEmail/SMS

Make Student Inactive by Season

© © 6

| Export to PDF || Export to XLS |i Export to XLSX || Export to RTF || Export to CS'
Student By Season
select Your i Mot enrolled in Season W Enrolled in Season I
Seasons:
Student Information
-] Create | ID First Mame Last Mame Email Cell Phone Gender Date Of Birth Age ¢

-

Edit  Invoice zaaZstuder aza2studer lynnecapps@ 5862868111 Female 10/10/2010 6 £
Edit | Invoice bbb aaadstuder jruszkowski2 7247191127 Unspeci 2/2/2010 ¥ H
Edit | Invaice aaa3studer aaa3studer aaa3@email| 7247191127 Female | 1/1/2010 7 &

)
=)
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You will be presented with the following screen.

Signup User Information: Siep 1 Family Detail: Step 2

Uszer Email Address:

User Email Address

User First Name:

Login First Name

User Last Name:

Login Last Name

Uger Mobile Number:

Mobile Mumber

Usger Mobile Provider:

Mot Applicable H

For Example 1234567891 Type without
spaces:

Ugzer Other Number:

User Other Number

Address Line1:

Address Line1

Addregs Line2:
Address Line2
City:
City

Billing Parent First Name:

Billing Parent First Name

Billing Parent Last Name:

Billing Parent Last Name

Second Parent First Name:

Second Parent First Name

Second Parent Last Name:

Second Parent Last Name

Student Detail: Step 3

First Name:

First Name

Last Name:

Last Name

Gender:

Female ke

Date OF Birth:
Date OF Birth (MM/DDMAY YY)

Compudance Online Helpdesk - 1

Complete the form. Every field is Mandatory except for the second address line and second billing parent

information.

If you don’t know the cell phone provider, select ‘Not Applicable’.

If you only know one phone number, you can enter it again in Other Number.

The Birth date must be entered in MM/DD/YY format with the */’
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Once completed, click on Save Student and you will be asked if you wish to add a sibling.

Confirm Your Registration

If you select ADD SIBLING, you will simply need to add the sibling information in Step 3 Student Detail.
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Express Student Registration

User First Name: Billing Parent First Name:
Alvin Alvin
User Last Name: Billing Parent Last Name:
Alley Alley
User Email Address: Second Parent First Name:
allvinalley@email.com Doris
User Mobile Number: Second Parent Last Name:
3334441234 Alley
User Mobile Provider:
Student Detail: Step 3
ATET
For Example 1234567891 Type without spaces: FirstName LastName Gender DateOfBirth
User Other Number: Edit Delete Billy Alley Male 1/1/2010
4445551234 Edit Delete Lilly Alley Female  2/1/2010
Address Line1: First Name:
main street First Name
Address Line2: [t Newnier
Address Line2 Last Name
Lo Gender:
New York Female s
State: Date Of Birth:
New York —

Date Of Birth (MM/DD/YYYY)

Zip code:

When you answer the question Do you want to Add a Sibling to this family? as No the following will take
place as long as the email address does not currently exist in the system.

The student will be created with the address and guardian tab populated. Guardian address will also be set.
Student and guardians will start with the same email address.

The Family will be created in the Family Link section with email address and mailing address, students will
be linked below.
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The parent user will be created linked to the students entered. (No email will be sent, studio would have to
send if they want parent to access system.Default password is current set as Dance#16

Do not use this option if the email address exists in the system. Then you will use the Add Sibling button top
right corner..
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Add a Sibling

When a prospective student already has a sibling registered with the studio, you can add them as a sibling.
By adding them as a sibling, the family, guardian information and address information is automatically
copied over.

The system will also add the new sibling to the same family link as the other student for you.

To add a Sibling- Go to Student. Then click Add a New Student on the left side menu.

Welcome :Compudance
Home Admin Classes Teacher Biling Report Mail Recital Help Suppart Sample School-Flat Rate

@ Class Attendance Export to PDF | Export to XLS Export to XLSX | Export to RTF Export to CS'
& notification Student By Season
@ InActive Student
: :
[ Student Online Register g:laes:;tl:(scrur 2016 - 2017 B & not enrolled in Season W Enrolled in Season I
&L Family Link .
i : _ Student Information
@% Click here to UnscribeEmail/SMS
Make Student Inactive by Season = Create | ID First Mame Last Name Email Cell Phone Gender Date Of Birth Age ¢
[ © Add A New Student -

'@ Edit  Invoice zaaZstuder aza2studer lynnecapps@ 5862868111 Female 10/10/2010 6

& Edit  Invoice bbb aaa3studer jruszkowski2 7247191127 Unspeci 2/2/2010 i

& Edit  Invoice aaa3studer aaa3studer aaa3@email| 7247191127 Female | 1/1/2010 7 &
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You will be presented with the following screen.

Signup User Information: Siep 1 Family Detail: Step 2

Uszer Email Address: Billing Parent First Name:
User Email Address Billing Parent First Name
User First Name: Billing Parent Last Name:
Login First Name Billing Parent Last Name
User Last Name: Second Parent First Name:
Login Last Name Second Parent First Name
Uger Mobile Number: Second Parent Last Name:
Mobile Mumber Second Parent Last Name
User Mobile Provider:
ser obile Frovi Student Detail: Step 3
Mot Applicable H
For Example 1234567891 Type without First Mame:
spaces:
First Name
Ugzer Other Number:
Last Name:
User Other Number
Last Name
Address Line1:
Gender:
Address Line1
Female R
Addregs Line2:
Date OF Birth:

Address Line2
Date OF Birth (MM/DDMNY YY)

City:

City Save Student

«¥* You must enter the same user email address as the initial user that was registered.

Enter the user email address that was initially registered for the first student.

After entering this field, you will be presented with the following screen:

Page 98 of 307



compudance

Compudance Online Helpdesk - 1

Express Student Registration

Confirm Your Email

This email already exists in system.

First Name| Last Mame ‘ Email | Status

Tina Fox samantha@foxfam.cor Inactive

Add Sibling | Edit Form |

Click the Add Sibling button.

You will then be presented with the following screen:

Express Student Registration

Add New Sibling

First Name: Last Name:

First Name Last Name

Gender: Date Of Birth
(MM/DD/YYYY):

Date Of Birth (MM/DD/

Female

Enter the information and click the Save Student button.
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You will then receive the following message:

Express Student Registration o o ‘

* You may Edit the data after it is saved by clicking Edit in front of the Student information.
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Student Data Tabs

Once a student is created, there are multiple tabs within that student for further functions. Click on the plus
sign on the student to access the tabs.

Student Information

# 1D First Name Last Name Email Cell Phone Gender Date Of Birth Age Class# Tuition
Clear Alley -
& Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 0
School Question How did you hear about Us Notes
Measurements Student Group Email Phones
Address Enrolled Classes Drop Classes history Add Classes Student Subscription Guardian Information
2016 - 2017 i
Select Your Seasons:
Enrolled Classes
Class Name Class Type @ StartTime EndTime M Tu W Th F SA S Enroliment Date Enrcliment End L
Hippity Hop Creative 5:00 PM 5:45 PM J H B 8 B8 B8 B8 12/15/2016
5:00-5:45PM Movement
45 Min

Enroliment EndDate: End Enrollment

Click on the tab name for more information.

TAB FUNCTION

Phone Additional contact phone numbers

Email Additional Email addresses

Address Student Address information, can be different than Guardian’s address
Guardian Guardian(s) for the student, can be parents, grandparents, aunt/uncle, etc
Measurements students measurements for costumes

Add Class enroll student in class(es)

Enrolled Classes

Dropped Classes

Student Group

Notes

List of classes already enrolled in
history of classes the student un-enrolled from
add to any groups set up by the system admin.

can be any information regarding the student



School Question questions created by system administrator

Subscription internal communication

Student Open Invoices List of all open charges for this student
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Phone

You may enter as many additional phone numbers as needed.

Student Information

# 1D First Name Last Name Email Cell Phone Gender Date Of Birth Age  Class# Tuition

Clear alley -
© Edit Lilly Alley allvinalley@email.com 3334441234  Female 2/1/2010 6 1
School Question ” How did you hear about Us Notes

Address ” Enrolled Classes | Drop Classes history ” Add Classes ” Student Subscription | Guardian Informatior

Measurements [ Student Group [ Email || Phones

Add New Phone

Phone Numbers

# Phone Phone Type Id Is Deleted

Phone:* Phone Type Id:* b
Is Deleted:
Update Cancel
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Email

You can enter in additional email addresses. To include these email addresses on an email. Select the user
type Student when sending an email.

Student Information

# ID First Name Last Name Email Cell Phone Gender Date Of Birth Age  Classi Tuition
Clear alley -
'é!' Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 1
School Question How did you hear about Us H Notes

Address Enrolled Classes H Drop Classes history ” Add Classes Student Subscription ” Guardian Informatior

Measurements ” Student Group | Email ” Phones
Add New Email |
Email Address
# Email Email Type 1d Is Deleted

Email: * Email Type 1d:* | b

Is Deleted: Personal
Business
Other ncel
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Address

The address tab refers to the student (not the guardian). The student’s address can be the same or different

than any guardian listed.

| ExporttoPDF | ExporttoXLS || ExporttoXLSX | ExporttoRTF |  Export to CSV
Student By Season
Select Your 2016 - 2017 B2/ Not enrolled in Season &/ Enrolled in Season Add New Sibling
Seasons:
Student Information
# ID First Name Last Name Email Cell Phone Gender Date Of Birth Age  Class4 Tuition
Clear Alley b
@ Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 0
School Question | How did you hear about Us | Notes
Measurements ” Student Group ” Email H Phones

| Address “ Enrolled Classes " Drop Classes history “ Add Classes l Student Subscription | Guardian Information
Address Information

# Address 1 Address 2 City State Zip Code Address Type Id

Edit main street New York New York 111111 Physical
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Guardian

The Guardian tab lists the responsible billing parties for the student. You must have at least one guardian
but can have as many as needed.

Each guardian can have different address, phone number(s) and emails(s) from the student or any of the
other guardians listed. If the student is an adult, the guardian can be themselves.
To see the Address, Phone and Email tabs for a guardian, click the plus in front of their name.

One guardian needs to be marked as the ‘default bill to person’. This is the main person responsible for
payment. When posting a payment, this person can select a different guardian for that payment

& Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 0
School Question How did you hear about Us Notes
Measurements Student Group Email Phones

Address Enrolled Classes Drop Classes history Add Classes Student Subscription Guardian Information

Add Parent Detail
Guardian Information
# Parent Type First Name Last Name Email Phone Default Bill To IsRecurring Bil
& Edit Father Doris Alley allvinalley@em: 4445551234

@ Edit Mother Alvin Alley allvinalley@em: 4445551234 /! v
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Measurements

Measurements are entered by the studio. They can be entered on the student record or also from the class

measurement tab. Auto-sizing function is found under the Class Measurement Tab.

Student Information

# ID First Name Last Name Email Cell Phone Gender Date Of Birth Age  Class? Tuition
Clear Alley 8
& Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 0
School Question | How did you hear about Us | Notes

Address || Enrolled Classes H Drop Classes history | Add Classes | Student Subscription || Guardian Informatior

Measurements ‘ Student Group | Email || Phones

i Add New Measurement

Measurements
# Bust Walist Hips Inseam Girth Outseam Height Size Misc
Bust: Waist:
Hips: Inseam:
Girth: Outseam:
Height: Size:
Misc:
Update Cancel
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A student can be enrolled in one or multiple classes at the same time. Select the Season with open

enrollment. A list of classes will be displayed. Click the checkbox one the row of the desired class or

classes. Enter the date the student is enrolling in the class. Lastly, hit the enroll button to complete the

enrollment.
Student Information
# D First Name Last Name Email Cell Phone Gender Date Of Birth Age  Classi Tuition
Clear alley e
& Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 1
School Question H How did you hear about Us H Notes
Measurements | Student Group | Email Phones
Address Enrolled Classes ” Drop Classes history | Add Classes | Student Subscription | Guardian Informatior

2016 - 2017

Select Your Seasons:

School Classes

Class Name & Class Type Code StartTime EndTime M Tu Th F SA s availabl
all Irish all 2:00 AM 3:59 AM 1 (=] =] a =] =] 127
Ballet/Tap 3 yr. olds BT 10:00 AM  11:00 AM @& [N] ] « i1 11
Beginner Ballet  Ballet ages 11:00AM 12:00PM L/ @ B 8 (5] S| 4
3-4
Hip Hop Hip Hop Begini 4:00 PM 5:00 PM (=] (=] 1 a a 15
Hip Hop Hip Hop Ages 4:30 PM 5:30 PM (=] 1 =] a 9
6-9
Jazz test 4 - 5 Dance T 10:00 AM 11:00AM & il (=] = [=] { 12
Kidnetics 4:00-  Kidnetics All  4:00 PM 5:00 PM A 5] ¥4 5] a 5] 13
4:45 PM 45 Min
Count=22
Enroliment Date: ﬂ
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The Enrolled Class tab lists the classes a student has registered for. To view the list, first select the

appropriate season (it can be a past or future season).

Student Information

Select Your Seasons:

Enrolled Classes

# 1D First Name Last Name Email Cell Phone Gender Date Of Birth Age Class# Tuition
Clear Alley -
\é’) Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 0
School Question How did you hear about Us Notes
Measurements | Student Group Email ” Phones
| Address | Enrolled Classes | Drop Classes history | Add Classes | Student Subscription | Guardian Information
2016 - 2017 H

Enrollment Date Enrcliment End [

Class Name Class Type | StartTime EndTime M Tu W Th F SA S
- - - - - - - - - -
Hippity Hop Creative S:00PM 5:45PM & @ B @ @ #& @& 12/15/2016
5:00-5:45PM Movement
45 Min
-

Enrollment EndDate;

End Enrollment

From this tab you are also able to un-enroll a student from a class. To un-enroll, click the checkbox for that
class. Enter the date the student is un-enrolling and click the unenroll button. This will remove the student

but keep the history.
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Dropped Class/History

If a student ends their enroliment from a class, that history is saved.
To view the history, click on the Dropped Class History tab.
The end of enroliment could be because the season has ended or if the student leaves the class early for

some reason.

& Edit | Invoice Saad Ashraf tanveerl209 2018656015 Male 12/9/2010 6 3 0.00 40.00
School Question How did you hear about Us Motes Student Open Invoices
Measurements Student Group Email Phones
Address | Enrolled Classes Drop Classes history | Add Classes | Student Subscription Guardian Informati

Drop Classes History

Drag a column header here to group by that column

Month Class Mame Class Code Class Type Color Class Limit Enrollment Date  Enrollment End Dat|
x: =T |
December Irish Step all Irish L_| #FFFFFF 200 8/31/2016 12/30/2016
Beginner

This list can be used to decide if a student qualifies for a new class or group or if they have a history of

dropping classes.

If the studio uses the Drop option under the Class in the Enrolled Students tab, the history will not be saved.
This option should only be if the student was placed in a class incorrectly.
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Student Group

Groups are created by the system administrator under the ADMIN section. Groups can be used for billing

and emailing purposes.

To add a student to a pre-arranged group

Click the Add New Group button
In the form, select the group from the drop-down menu.

Click Update.
Student Information
# 1D First Name Last Name Email Cell Phone Gender Date Of Birth Age  Classi Tuition
Clear alley -
& Edit Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 1
School Question ‘ How did you hear about Us Notes

Address Enrolled Classes Drop Classes history Add Classes Student Subscription Guardian Informatior

Measurements | Student Group Email | Phones

Add New Group

Group Information

# Student Group Name

Student Group Name: |Tuition Date 15th v
Update Cancel

Dance Company

To remove a student from the group, you need to go to the Admin-School Setting

Types-School Group tab.

You may also add multiple students to a group in Admin-School Setting Types-School Group tab
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Notes

Notes is a place to keep track of information regarding that specific student.

To add a note, click the ADD NEW NOTE button and fill out the fields.

Student Information

# (o] First Name Last Name Email Cell Phone Gender Date Of Birth Age  Class# Tuition
Clear alley -
é Edit Lilky Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 1
Measurements ” Student Group ” Email ” Phones

Address ” Enrolled Classes Drop Classes history ” Add Classes H Student Subscription | Guardian Informatior
School Question | How did you hear about Us ‘ Notes

Add New Note

Notes Information

# Subject Subject Id Send Date Notes Note Read
Subject:* Subject Id:* v
Send Date:* - Notes:*

Note Read:
Update Cancel
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School Question

A studio can setup specific questions they would like to know about their students. The actual questions are
created under the ADMIN section. On the student, you will be entering in the student’s answers to the
questions.

To answer questions, simply type in the answer or select from one of the pre-filled answers from the drop
down menu.

Welcome :Compudance

Home Admin Classes Student Teacher Biling Report Mail Recital Help Support Sample School-Flat Rate . Log Out
8 ciass Attendance Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV'
B notification Student By Season
S InActive Student ;
R R :::::otn:?ur 2016 - 2017 ¥ Not enrolled in Season /] Enrolled in Season Add New Sibling
B Family Link

& Click here to UnscribeEmail/SMS Student Information

Add A New Student # il First Name Last Name Email Cell Phone Gender Date Of Birth Age | Class# Tuition

Clear Alley bl

& Edit Lilty Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 0

Address Enrolled Classes | Drop Classes history Add Classes Student Subscription Guardian Informatior

Measurements | Student Group Email Phones
School Question How did you hear about Us Notes
# School Questions Answer
How Did you Hear About Us? =

any allergies?

any medical conditions?

Save

Page 113 of 307



compudance Compudance Online Helpdesk - 1

Student Open Invoices

You can now see the balance of a student account in the student grid.

If you click the plus sign for a student, there is a tab called Student Open Invoices.

It will display the charges that make up the balance total.

You may click on the Pay link to be brought to the View/Pay Family Invoices for this student.

If the student does not have a family, the system will prompt you to create one.

! you are brought to a family but do not see the open invoices for that particular student, the
student is missing a guardian on the Student-Guardian Information. Add one for the student
to see these invoices under the Family Invoices.

Page 114 of 307



compudance Compudance Online Helpdesk - 1

Subscription
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Enroll Students in Classes

Compudance Online Helpdesk - 1

A student can be enrolled in one or multiple classes at the same time. Select the Season with open

enrollment. A list of classes will be displayed. Click the checkbox one the row of the desired class or

classes. Enter the date the student is enrolling in the class. Lastly, hit the enroll button to complete the
enroliment.

e

Edit

Clear

Student Information

D First Name Last Name Email Cell Phone Gender Date Of Birth Age  Classi Tuition
alley =
Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 1

School Question

Measurements

H How did you hear about Us

|| Student Group

Email

Notes

Phones

Address

Enrolled Classes ” Drop Classes history | Add Classes | Student Subscription l Guardian Informatior

2016 - 2017

Select Your Seasons:

School Classes

Class Name & Class Type Code StartTime EndTime M Tu Th F SA s availabl
all Irish all 2:00 AM 3:59 AM \/ (=] =] a =] =] 127
Ballet/Tap 3 yr. olds BT 10:00 AM  11:00 AM @& [N] ] J i1 11
Beginner Ballet  Ballet ages 11:00AM 12:00PM L/ @ a a g |4
3-4
Hip Hop Hip Hop Begini 4:00 PM 5:00 PM =] (=] 1 a B 15
Hip Hop Hip Hop Ages 4:30 PM 5:30 PM (=] 1 =] a 9
6-9
Jazz test 4 - 5 Dance T 10:00 AM 11:00AM & il (=] = [=] { 12
Kidnetics 4:00-  Kidnetics All  4:00 PM 5:00 PM A 5] ¥4 5] a 5] 13
4:45 PM 45 Min
Count=22
Enroliment Date: ﬂ
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Make a Student Inactive/active

If an individual student is no longer with your studio, you can change their status to INACTIVE. This keeps
the history of the student including billing and class enroliment but it removes their name from the active
class list.

You can also make a group of students inactive if they are not enrolled in a class all at one time: see Make
Student Inactive by Season.

To make a student inactive, hit EDIT on the student. In the status field, change the status to inactive and hit
update to store the change.

Student By Season
Select Your [2016-2017 |4 W/ Not enrolled in Season /| Enrolled in Season

Seasons:

Student Information

# 1D First Name Last Name Email Cell Phone Gender Date Of Birth Age  Class? Tuition
Clear alley T
| ) Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6 3

ID: ' ' : e First Name:= | Lilly
Last Name:*  Alley Email:* allvinalley@email.com
Cell Phone:* |3334441234 Status:* Active -
DiscountTypa: F”(Ed 2 A s b O o it b ‘ Gender:* lIAr:S:e [
Type: Fulltime = Date Of Birth; Prospect -
R e e e

Update Cancel

Once a student is made inactive, you can access them from the Inactive Student Menu. GO to Student
menu and select Inactive Student from the left side menu.

Welcome :Compudance

Home Admin Classes Student Teacher Biling Report Mail Recital Help  syppert Sample School-Flat Rate = Log Out

@ Class Attendance Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV Add New Student

Student Information

# i) First Name Last Name Email Cell Phone Gender Date Of Birth Age  Discoun
. Family Link )
& Edn 560665 Katie Mesiondz =~ momozgir@comcast.net 856-364-3681  Female 5/10/2011 5
& Edit 572533 Corinne Murray ahillo1104@yahoo.com B56-472-2828 Female 5/9/2011 5
& Edit 491566 Alaina Ritz jamieritz? @comcast.net 609-680-0000 Female 12/23/2010 5
& Edit 572535 Gabrielle  Jackson jmaorillo23@yahoo.com 609-230-0081 Female 5/21/2010 6
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You can make a student active even after they have been made inactive. You would do that by clicking edit
on the student and change the status from INACTIVE to ACTIVE. That student will then appear in the active
student list.

* When a studentis marked as inactive, you still have the ability to contact them in emails or
text messages. You can turn email and text communications. See Unsubscribe Email/Text
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Make Student Inactive by Season

This feature will allow the studio to Inactive all Students who are not enrolled in the default Season.

First we recommend you review all of the Active Students who are Not enrolled in the Season. To do so, Go
to Student.
The season you are brought to is the default season. Uncheck the Enrolled in season box.

Export to PDF Export to XLS Export to XLSX Export to RTF Export to C5V

Student By Season

Select Your 2016-2017 ﬁ «| Mot enrolled in Season Enrolled in Season
Seasons:

Student Information

# D First Mame @ Last Name | Email Cell Phone Gender | Date Of Birth | Age Discount
'&‘J Edit st st betty@fard.com 2013332345 Unspecii
“@' Edit mystudent | mystudentlz parentlogin@yahoo.com 2017771223 Unknow| 1,/1/2010 7
h‘ﬂ’ﬂ' Edit Jenny Ford betty@fard.com 2013332345 Female | 10/1/2010 |6

You will see the list of students who are currently marked as Active, but are not Enrolled in this season so

Class # is Zero.
If the student is supposed to be in a class, please enroll them. You can not create an invoice for a student if
they have not been enrolled.

Now you can click on the button Make Student Inactive by Season You will see the same list of students.

~ : ) Welcome :Uompudance

Home Admin Classes @ Teacher Biling Report Mail Recital Help  Suppon Sample School -Clacs Number | Log Out
@ Class Attendance Export to PDF Export to XLS Export to XLSX Export to RTF Export to OSV
38  Notification
&8 InActive Student Select Your Seasons:| 2016-2017

& Student Online Register
38 Family Link Student List Not Enroll In selected Seasons
g,'{ Click here to UnscribeEmail/SMS D First Name  Last Name Email Cell Phone Gender  Date Of Birth Age | Discount
< Make Student Inactive by Season > -
Amanda Kim ane. Kim@gmail.com 2013698745 Female | 6/6/2001 13 5.0000

Click the Orange button Make InActive Student.
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You will see a popup box asking for Confirmation “Do you want to make Inactive Students?”

Click OK to complete the process.
You will then be displayed the list of Inactive Students.

* When a student is marked as inactive, you still have the ability to contact them in emails or
text messages. You can turn email and text communications. See Unsubscribe Email/Text
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The Family Link

The Student-> Family Link section is where the system will connect all of the members of a family.

The Family Link page is also where the information is used for Family Statements. The Email address the
statement is sent to and the first name and last name of the person it is addressed to with the address . To
edit any of this information click Edit.

The Autopay Type flag — This flag will be triggered when an account is on file just to control the payment
tabs in View/Pay Invoices and Family Invoices by the studio and the parent. It will not control the Autopay
feature for the family or remove a previously saved account. See below.

The Colors represent the Autopay Type — ACH account Credit Card None No Type selected

Most of the time, the studio will not have to link students to a family themselves.

+ If you enter the students together in Add New Student form and answer yes to “Do you want to add a
sibling?”
The Students will all be made into a family under the_ Billing Parent’s Last Name_ . (You can always
edit this after it is created.)

* If you are adding a sibling to the system of a student who was previously entered, you should use the
same email address for the new student.
The system will then copy the address and guardian tabs. It will also add the new student to the same
family of the existing student and add the new sibling student to be accessed by the same parent
logins as the previously entered student with that email address.

If a Student is not appearing in it’s family or in the wrong one

Go to the Family Link and find the family the student should be associated with
Click the plus for the detail tabs

Go to the Add Sibling Student tab (2nd tab)

Find the student to be moved to this family. Check the box on the right.

Click Link.

A

If the student was in a different family, it will automatically be moved to the new one.
You can view the family in the Student Sibling tab
It will show the student guardians, then click the plus to see the Students.



To Add or Edit and existing Payment Account on file

The Studio may need to edit this information. ( It is actually saved in the Payment XP system, not
CompuDance.)

If you are Adding or changing the type of account (Credit Card or ACH) for the same type of account, you
may go to that payment tab.

Click Edit and correct or enter the information. Then click Update.

*k %k

If PaySafe approved of the information entered, you will see the information updated.

The studio may turn on/off a family’s Saved accout from Autopay.

If the school has the autopay feature turned on for the school, you may now individually control which
families have the autopay function run when one of their invoices are scheduled. Therefore, you may let a
family save a payment account and not include them in autopay. (You can also give this on/off ability for the

parent to control.)
To edit the autopay option, Go to the Student- Family Link page.

Find the family. Click Edit to open the form.

Check the Autopay checkbox to include this families invoices in autopay.

Uncheck the box to remove from Autopay. The payment account on file will still be saved.
Click Update to save.

e | Edit 3955 Baines/Daniels Stephanie Baines smbaines 923 Your Mew 45599 Credit [+
% Wast Town Jerssy Card
Click Edit to open form below Avenue
Family Name:* Baines,.":Dan.iel.s. First Name: |Stephanie
LastMame: |Baines . : | Email: |smbainesZ&@gmail.com
Address 1:* [923 West Avenus | City:* [¥our Town
State:* INew Jersey [¥]  Zzipcode: [o9999

Family Auto Pay Type:* [Credit Card EL butoPay:  [#]

Check to include in Autopay. Uncheck to remove from autopay. Click Update to Save

-~ Update Cancel

If you need to Remove or change to the other payment type

You will need to remove the information first from the PaymentXP system .
Follow these directions, also found in the Left side menu of Family Link.

! Do Not just Delete the family in Payment XP system, it will retain the information and could
still process the payments through.


http://www.compuschedule.com/Images/SchoolAnnouncement/AccountInPaySafe.pdf
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Updating Contact info for Family

Updating Email addresses for Entire Family
Now, when you go to the family link, edit a family, change the email address or mailing address information,
the system will ask you if you want the new information to be updated for the members of the family. If so, it

will change them at that time.

Here to see a video on how it works:

! The User account login email address will not be affected by this update. If the user
login should need to be changed to a new email address, please go to Admin-User and edit
the parent account to the email. You must also notify the parent user of the change.
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Birthday Search

Are you interested in finding all students with a birthday in a
specific month?

We have several ways to see your birthdays.

If you want to simply see a list of all birthday students for a display in your studio and you use a US date
format.

Go to Student and enter the numerical month in the date of birth column. (Use 1/ for January, 10 for
October)

The list will filter for all students within that birth month.

You can also run the “ Student Detail Report will supply the student address and classes enrolled if you

wish.
This report allows you to sort by the birthday.
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* It will be displayed in MM/DD/YYYY format for all schools, regardless of US or european
date format.

We also have an email filter set for any students with a birthday today in Mail-Express Message.

We recommend exporting the report if you want to make labels for a certain set of students by their birthday.
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Active Student List

You can export your active student list at any time.
This will allow you to print the active student list.

Go to Student on the top menu
Click Export to XLS — this will create an excel spreadsheet of your currently active students.
_You may filter or change the sort prior to exporting. _

«¥s A student can have an active status but not be enrolled in a class.

Excel or Numbers can open an XLS file.

You may delete or hide columns you do not want.
You may filter or change the sort of the data. Then click Print in the spreadsheet application.



Student Online Register

The Student Online Register will display the Class
Enrollments in a given time frame.

You need to enter the Start and end date to see all enrollments for that school in that date range.

The default sort is by family name, then student name.

If the lines are pink- the student has an linactive status. (The system allows a customer to register a student
who is inactive.)

If the lines are highlighted green the student has an Active Status.

i ? g ’ Welcome :Compudance
Home Admin Classes | Student | Teacher Biling Report Mail Recital Help  gypport Eample School-Flat Rate - Log Qut
[ L i

& dass Attendance Class Registration |
& Notification — I
[Siart Dat=l10/1/2017 | ~JEnd Datel1f16/2018 }
H Inactive Student |
b Student Online Register ] | | Export to PDF || Export to XLS || Export to XLSX || Export to RTF || Export to CSV
B Family Link Student List Online Registration
g a column header here to aroup by that column
# | Family First Mame Last Nams Age class Name | Enrcliment Datz | Registrated Dats
Baby Mouss 2 Hip Hop 9-12 10/01/2017 10/23/2017
1:14:04 PM
Wilma Pebbles 1 Beginner Ballet  11/20/2017 11/20/2017
10:49:28 AM
Wilma Pebbles 1 Hip Hop 4 01/09/2018 1/9/2018 3:12:23
PM
Wilma Pebbles 1 Tap 112042017 11/20/2017
10:49:28 AM
Blley Billy Blley 0 Ballet/Tap 12/01/2017 11/28/2017
2:08:33 PM
Alley Billy Alley 0 Contemporary 05f01/2017 11f16/2017
3:30:41 PM
Alley Billy Alley 0 Gymnastics5-7  10/20/2017 10/17/2017
1:26:10 PM
Blley Billy Blley 0 Hip Hop 4 12/01/2017 11/28/2017
2:08:33 PM
Blley Billy Blley 0 Tap 12/01/2017 11/28/2017
2:08:33 PM
Amold Bryanna Amold 6 Ballet 5 05/01/2017 11162017
3:38:38 PM
Amold Bryanna Amold 6 Hip Hop 4 09/01/2017 11/16/2017
3:35:38 PM

The enrollment date is the date the student is scheduled to begin class. (First date attendance can be taken
for this student in this class.)
The registration date is the date/time the student was enrolled in the class. This can be used for Waitlist



classes to determine first in line.
You may filter/sort or group this report as needed.

This video will demonstrate how the report can be used to group for classes and sort by the registration

date.
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Manage Teachers

To access a list of teachers or to create new teachers, click on *Teacher * from the top menu bar. You will
get a list of all entered teachers.

Welcome :Compudance

Home Admin Classes Student Teacher Billing Report Mail Recital Help  support Sample School-Flat Rate Log Out
Notification Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV Add New Teacher
School Teachers
# First Name Last Name Email Cell Phone Home Phone
& Edit Maureen Streep maureenstreep@emal BAB24B3679 BBB2483679
@ edn Cara Murphy Cara@compudance.ca 201-000-0000 555-000-0000
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Add New Teacher

To add a new teacher click the ADD NEW TEACHER button

All fields with a green * are mandatory. Fill in the information and click update. If you don’t know some of the
information, you can enter ‘dummy’ data and update it at a later point in time.

To edit the information, click on Edit and make any necessary changes. Click update to store changes.

Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV | Add New Teacher |

School Teachers

# First Name Last Name ~ Email Cell Phone Home Phone
First Name:* Last Name:*
Email: * Cell Phone:*
Home Phone: Status:* ad
Type:* v

Update Cancel

Page 130 of 307



compudance Compudance Online Helpdesk - 1

Edit Teacher Data

To edit the teacher name, phone number or email click on edit. Otherwise, click on @ o expand the tabs.
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Class Assignment

To assign a teacher to a class:

Hit the plus sign on the teacher and select the UNASSIGNED CLASS TAB. A list of all classes will appear,
select the desired class or classes by clicking the checkbox on the row. To save, enter in the assigned date
and clicking the assign button

School Teachers

# First Name Last Name & Email Cell Phone Home Phone
Clear maureen
& Edit Maureen Streep maureenstreep@emai 8882483679 8882483679
Address Assigned Classes Unassigned Classes Subscription Notes Email Phone Photo

Unassign Teacher

Class Name Class Code Class Type Color Assign Date
New Class Name 3-4 Years old Ballet . #FFOOFF 12/13/2016
Saturday 6/7 Acro A 6 - 7 Gymnastics #00FFFF 12/13/2016
10:15-11:00AM 45

Mins

Monday 6/7Acro A 6 - 7 Gymnastics #CCFFFF 12/13/2016
4:30-5:15 pm

45min

Saturday Acro 2 A Gymnastics #00FFFF 12/13/2016
12:00-1:00PM 60

Min

To Unassign a teacher from a class:

Hit the plus sing on the teacher and select the ASSIGNED CLASS TAB. A list of the teacher’s classes will
appear. Click the corresponding check box and enter an UNASSIGNED Date and click the Unassign button.
This will remove the teacher from that class.
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compudance
School Teachers
# First Name Last Name «  Email Cell Phone Home Phone
Clear maureen
@ Edit Maureen Streep maureenstreep@emai 8882483679 8882483679

Address ‘ Assigned Classes

Unassigned Classes ” Subscription ” Notes " Email ” Phone ” Photo |

Assigned Classes

Class Name Class Code Class Type Color Assign Date Assign End Date 0
- - -

Monday 4/5 B 4 - 5 Dance .#CCQQFF 1/1/2016 O

Dance 4:30-

5:15PM 45 Min

Tuesday Dance A Dance D#CCFFCC 1/1/2016

Conditioning Conditioning

5:00-5:45PM

45 Min

Tuesday Hip A Hip Hop M :rre600 1/1/2016 ]

Hop3 7:45-

8:45 PM 60 Min
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Teacher Portal

A teacher portal is available to those studios that subscribe to that feature. It allows teachers access to their
classes and take attendance.

In order for teachers to be able to take attendance online, the following setup must be completed:

Step 1 — Create teacher is in the system

If you are adding a new teacher (Teacher->Add New Teacher)
If the teacher is already listed move to step 2.

Step 2 — Assign the teacher to classes

You can do this in 2 different ways:
Add classes by Teacher

1. Go to the Teacher, click the plus to see the detail tabs.

2. Go to Unassigned Classes tab. Find the classes they should have access to. (If it is not listed, they
already are assigned.)

3. Select the class by checking off the box on the right.

4. Enter the Assigned Date of which this teacher can start taking attendance for this class.

5. Click Assign
The classes should now be listed in Assigned Classes.

You can also assign a teacher to a class under the class.

Go to Classes, click the plus for detail tabs.
Go to Add Teacher tab

Find the teacher

Check the box on the right.

Enter the Assign Date

2R S o

Click Assign.
The teacher should now be in the Class Teacher tab.



Y Teachers are not assigned when scheduled. More than 1 teacher can have access to take
attendance for a class.

Step 3 — Create a User login for the teacher

(this is done under ADMIN/Create User ID)

—_—

Once created, Link the teacher to their User ID and the school:

Click @ plus to see detail tabs

Select Teacher Tab, find teacher and click checkbox on Right. Click the link button.

Select School Tab, click the checkbox next to the school or schools the teacher should have access
to. Click link button.

oD

The Teacher login and password should now have access to the system and see only their classes
assigned.



Manage Enrollmenthegistration

Class Enrollment can occur by the parent, or the studio from either the student or the class itself.

Studio Enrollment Options:
From the Class

From the Student

Enroliments can be monitored by using the Online Class Registration report.

This report will list ALL class enrollments based on a given date range whether they were added by the
parent in using online registration or by the studio staff.

Go to STUDENT and select STUDENT ONLINE REGISTER.

Enter in a Start and End date and hit FIND The system will search for all enrollments within the date range.

Class Registration
Start Date 12/1/2016 ~ End Date 12/15/2016 ~| Find

Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV
Student List Online Registration

Drag a column header here to group by that column

# First Name Last Name Age class Name Enrollment Date Registrated Date
Bryanna Arnold 5 Jazz test 12/09/2016 12/09/2016
Leah Cooke 6 New Class Name 12/09/2016 12/09/2016
jackie Arnold 6 Hip Hop 12/14/2016 12/14/2016
bbb aaa3student 6 Ballet/Tap 12/09/2016 12/09/2016
Olivia Sanders 4 New Class Name  12/14/2016 12/14/2016
Meg Tean 5 New Class Name  12/09/2016 12/09/2016
Amanda Cooke 9 Beginner Ballet 01/02/2017 12/09/2016

The results can be sorted by any of the column headers or specific searches can be performed using the
search boxes. For example type in the name of a class to see everyone that has enrolled in it.

Students highlighted in green are active students

If you see a student highlighted in pink listed it is an inactive student. You can then go to the Inactive
student list and edit them to change their status to Active.



Attendance

As a staff or Admin user, you can enter attendance for any scheduled class.

«¥» Parents are able to see the Attendance entered and comments in the Parent Portal.

Go to the Classes section

On the left, you can choose Class Attendance by Scheduler or Class Attendance by Calendar.
This demonstration is by Scheduler

In both options

* You can do a quick attendance with selecting all or certain students and then clicking the attendance
status that corresponds to them.

* You could Edit a student and enter a detailed comment about the attendance. This is where you could
also select a Came Late or Left Early Attendance status.



The difference from Scheduler or Calendar is in how to find the class you wish to take attendance.
Class Attendance by Scheduler will show you a table view of the classes that you can filter or sort to find
the class.

+ Once you find your class, Click the Schedule link in front of the class listing.

* A popup window will appear of the students enrolled in that class.

* You can do a quick attendance with selecting all or certain students and then clicking the attendance
status that corresponds to them.

* You could Edit a student and enter detailed information about the attendance. This is where you could
also select a Came Late or Left Early Attendance status.

Class Attendance by Calendar will start with the current calendar page, similar to the home page.
(You may have to select more in the bottom of that date box if not all classes are initially displayed. It will
bring you to the Day’s calendar.)

» Tap or click on the class you wish to enter attendance for. You may also have a box popup with the
word Attendance. Click it also.

* A popup window will appear of the students enrolled in that class.

* You can do a quick attendance with selecting all or certain students and then clicking the attendance
status that corresponds to them.

* You could Edit a student and enter detailed information about the attendance. This is where you could
also select a Came Late or Left Early Attendance status.

If you would prefer to print an attendance roster on paper and then enter your attendance status at a later

date you can follow the link to Class Manual Attendance Report.

Once your attendance is recorded in Compudance, you may run several Attendance reports to evaluate

your studio.



Billing

Billing and payments are organized by invoices. An invoice is created to record money owed to the studio.
When payment is received, it is applied to the open invoice therefore linking the charges and payment
together.

Invoices are created at the student level and detail the charges using pre-defined ‘income categories’.
In order to bill a student there are a few set up requirements:
Income Categories

Income Categories price
Student enrolled in at least one class

Payment Types

Depending on if you are integrated with Paysafe, the system can accommodate the following payment
types:

Payment Type Paysafe Integration NO Paysafe Integration

Cash available available
Check available available
Credit Card available Use payment type Check and type in CC in check # field
ACH available Use Payment type Check and type ACH in check # field

From Deposit available available



Create Single Invoice

Here is a video to walk you through the Create invoice and make a payment. You can Scroll down for Step
directions.

To create an invoice, select Create Invoice from the billing menu.
A list of active students will be shown. Select the student to be invoiced by clicking the Plus sign by their
name.



compudance

compuschedule

Home Admin Classes Student Teacher Billing

& View/Pay Invoices

iz View/Pay Family Invoices - D
Clear

Compudance Online Helpdesk - 1

compudance

Welcome :Compudance

Help  suppert

Sample School-Flat Rate

Student Invoices

Last Name  Email

alley

& Create Batch Invoice

AIIeE > allvinalley@email.com

L» Payment Scheduler
§z Sales Report
i Sales Deposit Report

@@@:/;5\

§z Parent Deposit Report
§¢ View/Add Parent Deposit
§¢ Missing Batch Invoices
& View Recurring Error
¢ Potential Tuition
= Audit Summary Report
® Accounts Receivable
#, Family Ledger Report

& View/Archive Invoices

Report Mail Recital
First Name
Lilly
Tanya Alley
Billy Alley
Lucy alley

allvinalley@email.com
allvinalley@email.com

allvinalley@email.com

Cell Phone

3334441234
3334441234
3334441234
3334441234

Gender

Female
Female
Male

Female

Date Of Birth
2f1/2010
3/2/2015
1/1/2010
3/3/2013

Leg Out

Age Discaunt

To begin, enter the START and END dates and hit the FIND button. A list of income categories will be
displayed. Income categories are the billing line items. Prices are pre-defined but can be overwritten when

invoicing (except for Tuition). To override an amount, click in the box and change it. You can now include a

note for a specific invoice category. Just enter the note in the last column. The note will be included

in the invoices and statements. (A manual update and new video will be performed shortly.)
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Student Invoices
# ID First Name  Last Name  Email Cell Phone Gender Date Of Birth ~ Age Discount
Clear alley - -
@ Lilly Alley allvinalley@email.com 3334441234 Female 2/1/2010 6
Deposit Amount:
Charge
,H\
Start 12/01/2016 v End Date 12/30/2016 v
Date i : :
# Qty Unit Price Item Name
O 1 20.0000 Costume Balance
|| 1 50.0000 Costume Deposit
(m | 1 20.0000 Leotard
0 1 0.0000 Tuition
0 1 32.5000 Jazz Boot
0 1 -15.0000 Credit
O 1 20.0000 Registration
Due i Invoice .
Date: \—

You may select one or more income categories to be billed. Once items are selected, enter in a due date
(this is the day payment is due) and hit the INVOICE button. You will receive the following confirmation
message:

Congratulations! You have successfully created invoice

Do you want to pay by ?

PaybyFamily | PaybyStudent

Create New Invoice | Close

The Confirmation box helps you to navigate to what you want to do next.

Pay by Family Brings you to the Pay Family Invoice screen
Pay by Student Brings you to the Pay Invoice Screen
Create New Invoice Brings you to the Create Invoice Screen

Close Closes the confirmation box
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Create Batch Invoice

Batch invoice allows you to create invoices for multiple students at the same time. This feature is great for
billing tuition or other expenses that need to be charged to a wide group of students.

To begin, go to billing and select Create Batch Invoice.

= Welcome :Compudance
Home Admin Classes Student Teacher( Biling )Report Mail Recital Help Support Sample School-Flat Rate Log Out

iz View/Pay Invoices # Qty Item Name Price

& View/Pay Family Invoices

U7 Create Inygice 1 Costume Balance 20.00
4 Create Batch Invoice

1 Costume Deposit 50.00
il ey 1 Leotard 20.00
& Sales Report
Tuition 0.00
iz Sales Deposit Report
1 Jazz Boot 32.50
iz Parent Deposit Report
& View/Add Parent Deposit 1 Credit -15.00
& Who has not been billed Registration 20.00
& View Recurring Error . - -
Start Date End Date Due Date: Invoice

& Potential Tuition

NP Audit Sumenary Report Batch Invoice By Class and Group

[C1)

o Accounts Receivable

Season: 2016 - 2017 lass: ¥ Group: bl
%8 Family Ledger Report
& View/Archive Invoices #  First Name Last Name Email Gender All Pages
- Single Page
Lilly Alley allvinalley@email.com Female
Justin Happy smile@hotmail.com Female
shosh horvat shosh@horvat.com Female
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Create the Batch

* Select the income categories to be charged — can be one or many

* Enter the start and end dates — the dates can be used to represent the time periord being
charged or it can simply be today’s date

* Enter the Due date — the date the payment is due

» Select the students to be charged. Can be one, some or all. If selecting all, Click the box that
says ‘all pages’

# Qty Item Name Price
Tuition 0.00
. select items
Jazz Boot 32.50
1 Credit -15.00
Registration 20.00
1 Private Class 35.00
1 Recital Fee 30.00
1 late fee 25.00
2' Enfer da-teg Start Date 12/01/2016  ~ End Date 12/31/2016  ~ Due Date: 1/5/2017 || Invoice )
Batch Invoice By Class and Group 4. Hit Invoice
Season: 2016 - 2017 =CIass: * Group: hd
#  First Name Last Name + | Email Gender / All Pages
/ Single Page
3. select students
aaalstudent aaalstudent info@compuacademy.net Female =
aaa2student aaa2student lynnecapps@gmail.cm Female |
bbb aaa3student Jjruszkowski21@gmail.com Unspecif W
aaa3student aaa3student gaa3@email.com Female W
Lilly Alley allvinalley@email.com Female |

Batch by a Class or Group

Often there is a need to bill just the members of a class or other small group of students. Batch billing gives
you the ability to select students based on their class or defined group.

* If a student line is pink, they have a balance on deposit.

Batch by Class
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+ Select the income categories to be charged — can be one or many

+ Enter the start and end dates — the dates can be used to represent the time period being charged or it
can simply be today’s date

* Enter the Due date — the date the payment is due

+ Select the class — this will narrow done the list of students to only those enrolled in the class

+ Select the students in the class to be charged. Can be one, some or all. If selecting all, Click the box
that says ‘all pages’

# Qty Item Name Price
1 Costume Balance 20.00
4 1 Costume Deposit 50.00
. selectitems [ Leotard 20.00
Tuition 0.00
1 Jazz Boot 32.50
1 Credit -15.00
Registration 20.00
2 enter daies Start Date 12/01/2016 ¥ End Date 12/31/2016  ~ Due Date: 1/5/2017
Batch Invoice By Class and Group 5. Hit invoice
3_celect class
Season: 2016 - 2017 W Class: Hip Hop * Group: g
#  First Name Last Name + Email Gender /| All Pages

4. select students ¥ Single Page

Alexandria Daniel ddaniel@gmail.co Female ./
ronald connor renebranstetter@gmail.com Male ./
Kierra Camper camperk@gmail.co Female ]
Peyton Camper camperk@gmail.co Female v
jackie Arnold mstrehl@optonline.net Female v

Batch by Group

+ Select the income categories to be charged — can be one or many

+ Enter the start and end dates — the dates can be used to represent the time periord being charged or
it can simply be today’s date

* Enter the Due date — the date the payment is due

+ Select the Group — this will narrow done the list of students to only those in the group (groups are
setup under ADMIN)
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+ Select the students in the group to be charged. Can be one, some or all. If selecting all, Click the box
that says ‘all pages’

# Qty Item Name Price
| Tuition 0.00
v 1 Jazz Boot 32,50
0 1 Credit -15.00
O [. 39(301' item 1 Registration 20.00
0 1 Private Class 35.00
¥ 1 Recital Fee 30.00
| 1 late fee 25.00
Start Date 12/01/2016  ~ End Date 12/31/2016 ¥ Due Date: 1/5/2017 G’@
2.enter datee Batch Invoice By Class and Group 5. Hit Invoice
Season: 2016 - 2017 lass: hd Gmg): Jr Company v
nd
#  First Name Last Name - Emailu. SE‘['GU'I H' UUP Gender [ ] All Pages
Single Page
4. select students |
ronald connor renebranstetter@gmail.com  Male v
Jjackie Arnold mstrehl@optonline.net Female W
Bryanna Arnold mstrehl@optonline.net Female -
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Invoicing Costumes Deposit/Balance

Every Studio may invoice their costumes differently. Please read through the options outlined below.
If you need to discuss your specific procedures please contact us.

* You do not have to invoice for deposits. If they are not required, you can just put any
costume deposit money in the View/Add Parent Deposit with a note it is for costumes. Then
when you invoice for costumes, apply the deposits.

Invoicing Costume Deposits per class

1. You must set the Income Category Price that will be charged in Billing-Income Category Price tab.

2. Go to Billing — Create Batch Invoice

3. In the top section, select the category to be charged. Costume Deposit. The line will change color. You
may add a note, we suggest the class name or style to make it easier if a student takes more than 1 class
and is asked for multiple deposits.

4. Go to the bottom of the page. Use the Class Filter and select the class to be charged. THe students listed
will only be the students actively enrolled in that class. Select All pages. These are the students receiving
the charge.

5. In the middle of the page, enter the 3 dates. Since a deposit is more of a transaction request you can use
today’s date for the start and end dates. Set the due date to when they are due.

6. Click Invoice.
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Welcome :Compudance

Home Admin Classes Student Teacher Billing Report Mail Recital Help  Support Sample School-Flat Rate - Log Out
(& view/Pay Invoices # Qty Price Ttem Name Note
L& View/Pay Family Invoices
(7 Create Taunicas 1 50,00 Vocal lesson =
L. - Create Batch Invoice: 1 75.00 Costume Balance
L:'-i'; Payment sueauler © 1 50,00 Costume Deposit
(i Seles Report 1 30.00 Leotard
L_é Aas R Rentes 0.00 Tuition
L§ Parent Deposit Report

1 32.50 Jazz Boot

Lg View/Add Parent Deposit i

. con ==
(& Who has not been billed @1? * End Data| 10/10/2017 | Due Date:/ 11/ 15;201?_:>

L§& View Recurning Error Batch Invoice By Class and Group

(& Potential Tuition
O ——— Season:[2017-2018 |- [8 Hop A * Group: v

B Accounts Receivable
: £ First Name Last Name ~ | Email Gender I Pages
%, Family Ledger Report

=7 Single Page
Lg View/Archive Invoices

Cari Caroline Buffet@d.c Female o
Sing Loud MyMom@compudance.com  Female v
mno mno mn@email.com Female v
Jess NewSchool email@yahoo.com Femazle v

Invoicing Costume Balance

If you collect taxes on Costumes you must invoice the full price of the costume to have the tax amount
calculate correctly.
When invoicing, you would also select the costume deposit as a negative being applied.

View/Pay Invoices £ Qty Price Item Name Note

View/Pay Family Invoices

Create Invoices 1 50,00 Vocal lesson
“Create Batch Invoice i 75.00 Costume
Payment Scheauler q .00 Coatras Dasadt
e 1 30,00 Leotard
Sales Deposit Report
0.00 Tuition

Parent Deposit Report

1 32.50 Jazz Boot

View/Add Parent Deposit

Who has not been billed Start Date|12/01/2017 | ¥ End Date 12/01/2017 | ¥ Due D@ ;

OSSO Batch Invoice By Class and Group

Potential Tuition
Audit Summary Report Seasan:|_2nl?-201.8 nCIass: Hip Hop A » Group: -
Accounts Receivable
#  First Name Last Name Email Gender Il Pages
Family Ledger Report —single Page

View/Archive Invoices

Cani Caroline Buffet@d.c Female v
Jess NewSchool email@yahoo.com Female v
mno mno mn@email.com Female v
Sing Loud MyMom@compudance.com  Female v
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Sample SchoolFlat
Rate
99 W Madison Ave
Dusmont, New Jersey
OTEZE
suppotfcompuacadenmy.net
5512652967
Client: | Canoline Swesat Student: | Can Caroline
4 Song
nash, Tennessea?d ¥ s Period: 12017201 7-1 20172017
Qty |Description Amount Tax Total Amouwnt
1 Cestime-Hin Hep A 75.00] 635 -
1 Costume DepositHip Hop A =50.00) 000 50,00
Sub Total 25,00
Sales Tax 5.25
Total Amount 3025
Paid Amount 0.00
Balance 3025

The Balance is Due 02/01/2018.

Compudance Online Helpdesk - 1

If you do not collect taxes on Costumes, you may just invoice the Costume Balance still owed per class.
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Home Admin Classes Student Teacher

g View/Pay Invoices #
g View/Pay Family Invoices

|7 Create Invoices

| ¢Treate Batch Tnvoice @

L& Payment Scheduler

g Sales Report

|4 Sales Deposit Report

i Parent Deposit Report
[f view/Add Parent Deposit
& Who has not been billed
L§ View Recurring Error
Potential Tuition

Audit Summary Report
Accounts Receivable _
Family Ledger Report

g view/Archive Invoices

Season:|2017-2018

First Name

Billing

Report Mail Recital

Qty

Help

Welcome :Compudance
Support

Price

50.00

125.00

50.00

30.00

0.00

32.50

Compudance Online Helpdesk - 1

Sample School-Flat Rate - Log Out

Item Name Note

Vocal lesson

Costume Balance
Costume Deposit

Leotard

Tuition

Jazz Boot

Start Date| 10/10/2017 | [End Date 10/10/2017 | jDue Date: 11/15/2017 oL

Batch Invoice By Class and Group

Last Name

Caroline
Loud
mno

NewSchool

n‘ 1ass: Hip Hop A * Group:

-

a Email Gender @al\ Pages
| Single Page
Buffet@d.c Female v
MyMom@compudance.com  Female v
mn@email.com Female v
email@yahoo.com Female v

* Do not worry if a Deposit was not paid, that original invoice will still be OPEN with a balance
and show on the Statement for payment.
p(banner tip). You can send out Costume Statements to include all of the costumes on 1
email/print out for that student/family.

Invoicing by Family

You may need to invoice something per family.
We find the easiest way to do this is to batch invoice. In the bottom area, sort the student list by email

address.

Then check off each distinct email address. This may not work for your studio based on how you keep email

addresses. Some studios will create a School Group called First Student in Family. Then add 1 sibling to

this group. That way you can batch invoice filtering the student list by Group.

We are working on changing this process in the future.
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Late Fees/Other Add-on

Compudance Online Helpdesk - 1

Charges

You can add an additional charge to an existing invoice or group of invoices.

First you must already have the income category created and the price set for which you wish to charge.

To create a new charge category go to Admin->School Setting Types->Income Categories

To set the price go to Billing — > Income Category Price

* You could apply a negative charge to reduce an invoice amount.

Price Use Caution.

See Negative Income

Go to Billing — > Batch Additional Charge.

Home Admin Classes Student TeacnerReDort Mail Recital He

Lfg View/Pay Family Invoices

.

|g» Create Invoices

| Create Batch Invoice

\-_'L{'P Batch Additional Charge )

Ll Payment Scheduler

| E‘ Sales Report

|y Sales Deposit Report

Ly Parent Deposit Report
§g View/Add Parent Deposit

[§ Whe has not been killed Only open invoices are shown.

1) Check the box of the charge you want to apply

Find the invoices you wish to apply the charge to.

Welcome :Compudance

b Support Sample School-Flat Rate % Log Out
Uy View/Pay Invoices - Qty Item Mame & Price
@ View Invoices Clear Filter for charge to be applied st
v 1 late fae 25,00 -

3) Click Add Selected 1tem to Existing Invoice

-

Add Selected Item to Existing Invoice

Over Due Invoices

I__&‘ View Recurring Error

] All Pages Student Name Items
g Potential Tuition Single Page
185 Audit Summary Report Clear tuit
I8} Accounts Receivable Mayor Julianna Tuition,
) Family Ledger Report v JOHN LEE Tultlon
[ View/Archive Invoices J Soares Allie Tulition
W Daniel Alexandria Tuition
J Arnold Bryanna Tuition
2) You can select all and uncheck ¥ Yo Alex Tuition
those who should not get it, ] williams Kay Tuition
Or individually check from the list,
v Sexton Lily Tultlon
\ v Sexton Angela Tultion,
" Russell Maria Tuition
2 Note

Page 1 of 2 (15 items) r

Amount | Tax Due Ameunt  Paid Amount = Balance Due Date
YYou can filter for a category, amount and/or date 2/1/20: »
late fae 145.00 | 0.00  145.00 50.00 95.00  2/1/2016
50.00 | 0.00 50.00 50.00  2/1/2016
108.00 0.00  108.00 108.00 2/1/20186
215.00 0.00 215.00 215.00 2/1/2016
50.00 0.00 | 50.00 50.00 2/1/2016
120.00  0.00 120.00 120.00 2/1/2016
30.00 0.00 50.00 50.00 2/1/2016
50.00 | 0.00 50.00 50.00  2/1/2016
Credit 35.00 | 0.00 35.00 35.00  2/1/2016
250,00 0.00 2%0.00 290.00 2/1/2016
: Multiple pages will be processed at once.
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1. Select the category you wish to apply. Check the box. You may select more than 1.

2. Find the open invoices who should have this additional charge applied.In the bottom table. You may
filter for student, income category/item, amount, due date Check the front of the invoice to mark it for
applying the additional charge. You may select one invoice or all.

3. Click Add Selected Item to Existing Invoice

! Once a charge is applied you will not be able to remove it unless you delete the invoice and
start over.

This feature can be used to change a tuition invoice after it is invoiced, especially if a class is dropped. We
recommend you make a negative income category “ Tuition Adjustment- Class Dropped or Cancelled” or
something like it. Do not edit the price of category “Tuition”.

You may then add the adjustment to the Tuition invoice resulting in the balance being reduced by the
negative amount. Make sure the invoice balance will not fall to zero or below. In that case you must place
the adjustment as a parent adjustment in” View/Add Parent Deposits.”:#deposit
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Delete Invoices

Delete an Invoice with no payments applied

+ GO to View/Pay Invoice, and locate the invoice.
+ Simply hit delete to the right of the selected invoice. This removes the invoice in entirety.

Export to PDF Export to XLS Export to XLSX Export to CSV Print Invoices Email Invoice

School Invoices
Pay Student Name  Items Amount Tax Due Ami Paid Am Balance Due Dat Paid Dat Status @ #
alley ¥ > ¥ | Clear

[+ Pay Full | Partial Pay Alley Tanya Registration 20.00 0.00 20.00 10.50 9.50 12/15/2i Open
@ Pay Full | Partial Pay Alley Lilly Jazz Boot, 102.50 3.68 106.18 106.18 12/20/2 Open Delete

Leotard,

Costume

Deposit
@ Pay Full | Partial Pay  Alley Billy Registration 20.00 0.00 20.00 20.00 0.00 12/15/21 12/19/2( Paid Delete
& pay Full | Partial Pay  Alley Lilly Registration 20.00 0.00 20.00 20.00 0.00 12/15/21 12/20/21 Paid Delete
[+ Pay Full | Partial Pay  Alley Lilly Private 35.00 0.00 35.00 35.00 0.00 12/19/2 12/20/21 Paid Delete

Class

Sum=1¢ Sum= Sum=20 Sum=85 Sum=11

Delete an invoice where payment(s) were applied (partial or
full)

An invoice can not be deleted if any payments were made against it. You would first have to delete all
payments prior to deleting the invoice.

To delete payments:

+ Hit the plus sign on invoice

+ select payment tab

+ hit delete on the row of the payment you want to delete
» If multiple payments, each has to be deleted
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compudance
Exportto PDF || ExporttoXLS || ExporttoXLSX || ExporttoCSV | Print Invoices | Email Invoice \
School Invoices
Pay Student Name  Items Amount Tax  Due Am¢ Paid Am Balance Due Dat Paid Dat Status #
alley - v *  Clear
@ Pay Full | Partial Pay Alley Tanya Registration 20.00 0.00 20.00 10.50 9.50 12/15/2i Open Delete
@ Pay Full | Partial Pay  Alley Lilly Jazz Boot, 102.50 3.68 106.18 106.18 12/20/2 Open Delete
Leotard,
I Costume
. Deposit
( Registration 20.00 0.00 20.00 20.00 0.00 12/15/21 12/19/2( Paid Delete

e 'Pay Full | Partial Pay  Alley Billy

Pay period: 12/15/16-12/15/16 Deposit Amount:
Invoice Details Payment

Payment Invoices

Receipt Payment Me CheckNumbt¢ Gate Way = Amount Approval Coc Payment Not Pay By

-

@ Receipt Cash

20.00 Cash paid in full  Alvin Alley

#

5

@ Pay Full | Partial Pay  Alley Lilly
& Ppay Full | Partial Pay  Alley Lilly

Registration 20.00 0.00 20.00 20.00 0.00

Private 35.00 0.00 35.00 3500 0.00
Class

Sum=1¢ Sum= Sum=20 Sum=R% Sum=11

12/15/21 12/20/2! Paid
12/19/21 12/20/21 Paid

Delete

Delete

* If you have the auto-pay feature activated, the payment must first be deleted from the
payment scheduler before it can be deleted off the invoice.
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View & Pay Invoice by Student

From the billing menu click on View/Pay invoice. This menu option allows you to simply view individual
invoices or make a payment on existing invoices.

The screen will first display all invoices. You have the option of narrowing your search by entering in a
student name, due date or other search criteria. You may also view only open invoices by selecting the
status of OPEN.

compuschedule COI T IpUUan 1Ges

Welcome :Compudance
Home Admin Classes Student Teacher Biling Report Mail Recital Help

Support Sample School-Flat Rate » Log Out

% View/Pay Invoices Export to FDF Export to XLS Export to XLSX Export to CSV Print Invoices Email Invoice
& View/Pay Family Invoices School Invoices

7 Avol

s Create Invoices Pay Student Name + Items Amount Tax | Due Am Paid Am Balance Due Dat Paid Dat Status #
& Create Batch Invoice

alley v l * Clear

L& Payment Scheduler

" & Pay Full | Partial Pay  Alley Billy Registration 20.00 0.00 20.00 20,00 12/15/2 Open Delete
& Sales Report

% Sales Deposit Report &  Pay Full | Partial Pay  Alley Lilly Registration 20.00 0.00 20.00 20,00 12/15/2 Open Delete

& pay Full | Partial P: Alley T Registrati 20. . 20. 20. 12/15/2 Delete
% Parent Deposit Report ay Full | Partial Pay ey Tanya egistration 0.00 0.00 0.00 0.00 J15/ Open
Sum=6( Sum= Sum=60 Sum=0. Sum=60
i View/Add Parent Deposit ull ek e —

42 Who has not been billed

§ View Recurring Error

4 Potential Tuition
18> Audit Surmmary Report
&} Accounts Receivable

Lae

w Family Ledger Report

i View/Archive Invoices

View Invoice Details

Click on the plus sign. The invoice will expand and the billing details are displayed.
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compuschedule compudance

Welcome :Compudance

Home Admin Classes Student Teacher Biling Repot Mail Recital Help  support Sample School-Flat Rate - Log Out
& View/Pay Invoices | | exportopoF || exporttoxts || Exporttoxtsx | Exporttocsv | PrintInvoices | Email Invoice \
i View/Pay Family Invoices School Invoices
i |
- Create Invoices Pay Student Name  Items Amount Tax Due Am Paid Am Balance Due Dat Paid Dat Status #

. Create Batch Invoice —_—
alley bl ¥ ~ | Clear
£ Payment Scheduler —
= & Ppay Full | Partial Pay  Alley Billy Registration 20.00 0.00 20.00 20,00 12/15/2 Open  Delete
& Sales Report —
s & Pay Full | Partial P Alley Ll Registrati 20, X 20. 20. 12/15/2 Delete
% Seles Deposit Report ay Full | Partial Pay ey Lilly egistration 20.00 0.00 20.00 0.00 2/15/ Open
s Parent Deposit Report Pay period: 12/15/16-12/15/16 Deposit Amount:
_§ View/Add Parent Deposit Invoice Details || Payment ‘
& Who has not been billed I e a
_‘& View Recurring Error nvoice Detalls |
% Potential Tuition # Qty Item Name Amount Tax Total Amount |
%5 Audit Summary Report
5 1 Registration 20.00 0.00 20.00
%, Accounts Receivable 1

1 Sum=20.00 Sum=0.00 Sum=20.00
%> Family Ledger Report
& View/Archive Invoices

[+] Pay Full | Partial Pay  Alley Tanya Registration 20.00 0.00 20.00 2000 12/15/2 Open Delete
Sum=6( Sum= Sum=60 Sum=0.! Sum=60

Make a payment

There are two payment options — pay in full or make a partial payment on the invoice

| ExporttoPDF | ExporttoXLS || ExporttoXLSX | ExporttoCSV | Print Invoices | Email Invoice |
School Invoices

Pay Student Name  Items Amount Tax  Due Amv Paid Am Balance Due Dat Paid Dat Status #
@ | Alley Lilly Registration 20.00 0.00 20.00 20.00  12/15/2 Open Delete
@ Pay Full | Partial Pay Alley Tanya Registration 20.00 0.00 20.00 10.50 9.50 12/15/21 Open Delete
@ Pay Full | Partial Pay Alley Lilly Private 35.00 0.00 35.00 35.00 12/18/21 Open Delete
Class
6 Pay Full | Partial Pay  Alley Billy Registration 20.00 0.00 20.00 20.00 0.00 12/15/21 12/19/2! Paid Delete

Sum=9! Sum= Sum=95 Sum=30 Sum=64
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How to Pay in Full

» Select Pay Full

* Select payment type (cash, check, credit card, ACH, From Deposit)

¢ Select the Bill to Person

Compudance Online Helpdesk - 1

* Payment Date — will default to today’s date but can be changed to a date in the past or future

* Note - is an optional field and allows you to enter a message

¢ Hit PAY button

Pay Invoices

# Student Name Amount Tax Due Amount = Paid Amount @ Due Date Paid Date Status
é‘ Alley Lilly 20.00 0.00 20.00 12/15/2016 Open
J Invoice Details | Payment
Invoice Details
# Qty Item Name Amount Tax Total Amount
1 Registration 20.00 0.00 20.00
Sum=20.00 Sum=0.00 Sum=20.00
| PayCash | PayByCheck = OneTime CreditCard | Pay from Deposit |

Pay By

Payment Date: 12/19/2016 T

Note

Pay

How to Partial Pay

» Select Partial Pay in front of the invoice line you want a payment applied.

¢ 1st Enter amount — a partial amount can be entered on each line item. Leave blank if not

applying any payment to an item.

* 2nd Click the checkbox on only those items to which you are applying partial payment You will

see the Total Amount box calculate the total of the payments to be applied.

» Select payment type (cash, check, credit card, ACH, From Deposit)

¢ Select the Bill to Person
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* Payment Date — will default to today’s date but can be changed to a date in the past or future

* Note — is an optional field and allows you to enter a message. The NOTE will be shown on the
Statements.

¢ Hit PAY button

Invoice Details

Drag a column header here to group by that column

(=] Student Name Item Name Amount Amount Paid Balance Pay
. I E n:tgr amgunj
__2.checK box -
; Alley Lilly Leotard 21.40 0.00 21.40 10.01
Alley Lilly Jazz Boot 34.78 0.00 34.78
Alley Lilly Costume Deposit 50.00 0.00 50.00 25.00

Sum=106.18 Sum=0.00 Sum=106.18

Total Amount ; 35
J Pay Cash ” Pay By Check H One Time Credit Card Pay from Deposit

Pay By Alvin Alley Bill To v
Payment Date: 12/20/2016 o
Note making a partial payment.

_Pay|

* When using Partial Pay on invoices, all future payments on that invoice must also be made
using Partial Pay, even when paying off the balance in full if using View/Pay Invoices.
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Print or Email Invoices

To print or email each invoice separately go to Billing ->
View/Pay Invoices.

Filter the list of invoices to show only the invoices that you wish to Print or Email.

Each line will be a separate page and a separate email addressed to the Bill to guardian for the student.

) ) ) Welcome -Compudance
Home Admin Classes Student Teacher @ Repot Mail Recital Help Support sample School - Interval o Leg Out
& View/Pay Invoices Expoit to PDF Expoit to XLS Expoit to XLSX Expoit to CSV Email Invoice
(§ View/Pay Family Invoices School Invoices 2) CLICK TO PRINT
L Create Invoices Pay Student Name  Ttems Amount Tax  Due Amc Paid Amc Balance Due Date Paid Datv Status  #
e ——— 1) FILTER -> & B &
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To print the invoice(s) listed- Click the Print Invoice button on the top.

Your Studio Logo
can go here

Lake Charles ., Lowsiana 70611

Bill To Student
Client Harvard Stephame Student betty ford
Address 1042 Sutharland Foad

For the period of : 07 Sep 2016-13 Sep 2016

DueDiate:09/01/2016

Oty | Description Amount Tax Total Amount

1 Tuiticn 40.00 200 42.00
1 Late Fee 10.00 0.00 10.00
Sub Total 50.00
Sales Tax 2.00
Total Amount £2.00

Paid Amount

Balance

You can add links to Portal login for payment or just a simple Thank you!

Each invoice will become 1 page and be formatted from the Invoice alert- To Edit
go to Invoice and Statement Alerts
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* To email the statements to a different email address than the bill to guardian, you may enter
the address at the bottom of the Print Invoice preview. Keep in mind all invoices in the print
preview will be sent individually to the email entered.

If you wish to Email the individual Invoices to each Bill to Guardian once the
invoices you wish to send are filtered for, click Email Invoices.

) ) ) Welcome :Compudance
Home Admin Classes Student Teacher @ Report Mail Recital Help Support sample School - Interval = Log Out
L view/Pay Invoices Expoit to PDF Export to XLS Export to XLSX Export to CSV Print Invoices Archive Invoices
(§& WView/Pay Family Invoices School Invoices 2) CLICK TO EMAIL
i Pay Student Name  Ttems Amount| Tax | Due Amc Paid Am¢ Balance Due Date Paid Dats Status  #
4y Create Batch Invoice 1) FILTER -> = = =

Each invoice will become 1 email and be formatted from the Invoice alert- To Edit go to Invoice and

Statement Alerts

To email a collection of invoices by Family or Student See Family Ledger/

Statements

To print a collection of invoices — here is a way to export and print using Excel.
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View & Pay Invoice by Family
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Family invoices combines the invoices of all members within

a family
n
| Export to PDF || Export to XLS || Export to XL5X || Export to RTF || Export to C5V
School Family Account
= Family Id Family Name First Mam LastMame Address 1 Address 2 City State Zip Code Deposit Balance
] 27050  Moss Karen  Moss 134 Tenafly  New 07670  110.00 285.60
Main 5t Jerzey
[+ E12EE smith jen smith 1 here 2there  town Mebraska 25645
L+ ] E0711 tectflags testflagd  testflagd testflags testflagd  Alabama 12245
L] 59510  Paul Janet Paul BS St. Me | Tennessee 44455
Smith
Ave
L+ 55507  Smith Dan Smith %85 mytown | Mebraska 11223
main
'ﬁ' 59582 Morris Beth Morris 12 Riwver MNew 08765 54,00
Mainstree Jerzey
'ﬁ' 39374 Farent2 Parentl Parent2  TW BERGEMF MNew 07621
CLINTOM Jersey
AVE
[+ ] 57461 Smith Sally Smith 1 street Philadelpt Pennsylvs 19150 S588.00
road
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See a short video on how it works!

View Open & Paid Invoices Pay Multiple Invoices Partial Pay Invoice Correct Family
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Under the Billing menu, select View/Pay Family Invoices It will display the contact information for the family,
available deposit balance and open invoice balance.

Exportto POF ||  Export to ¥LS Export to XL5X Export to RTF | Export to C5V
School Family Account
= Family Id Family Name First Mam LastMame Address 1 Address 2 City State Zip Code Deposit Balance
'ﬁ 27050 Moss Karen Moss 134 Tenafly Mew O7&70 110.00 285.60
Main 5t Jerzey
[+ E1366 =mith jen =mith 1 here 2thers | town Mebraska 35645
L+ ] E0711 tectflags testflagd  testflagd testflags testflagd  Alabama 12245
L] 59510  Paul Janet Paul BS St. Me | Tennessee 44455
Smith
Ave
L+ 55507  Smith Dan Smith %85 mytown | Mebraska 11223
main
[+ 59582 Morris Beth Morris 12 Riwver MNew 08765 54,00
Mainstree Jerzey
L+ 39374 Farent2 Parentl Parent2  TW BERGEMF MNew 07621
CLINTOM Jarzey
AVE
[+ 57461 Smith Sally Smith 1 street Philadelpt Pennsylve 19150 588.00
road

View Open and Paid Invoices

Click the plus sign on the family name and there will be two tabs: Open Invoice and Paid Invoice
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Open invoice includes any invoices with an unpaid balance.

Compudance Online Helpdesk - 1

_ OpenInvoices  Paid Invoices | Ledger/Statement | Create Deposit | Create Family Invoice

I F Famiry 10 Famiy Name HIr'sT Name L2351 Name Aggress L | Agaress 2 Ty l SlaEe l ZIp Coae I m
Clear | || mai [[m Il Il ||| Il Il [7][ Il |
=) 4010 Maista Mr. Mayor e Your Town  Newlersey 99999 un

[ | Student Name Ttems Amount Tax Due Amount Paid Amount Balance Due Date Pay
B I Il | Il I I Il ]
[J  Mayor Julianna Iata fee, Tuition, Credit 350.00 1.75 351,75 309.70 42.05 | 1/25/2016 Partial Pay
0 Mayor Julianna Tuition, late fes 145.00 0.00 145.00 50.00 95.00 | 2/1/2016 Partial Pay
] Mayor Julianna late fee, Registration 35.00 0.00 35.00 35.00 | 6/15/2016 Partial Pay
) Registration, Recital .
] ' Mayor Julianna Foo lats foe 46,00 1.80 47.80 16.50 31.30 | 1/1/2017 Partial Pay
[ Mayor Julianna Jazz Boot 32.50 2.28 34.78 15.00 19.78 | 5/31/2017 Partial Pay
O  Mayor Julianna Registration 20.00 0.00 20.00 20.00 | 6/1/2017 Partial Pay
] Mayor Julianna Registration 20.00 0.00 20.00 20.00 | B/1/2017 Partial Pay
Pay:0
. @
. Other
Pay Older Invoices  Pay New Invoices =Y Othe |
First First Amount:
‘M:H || Credit Card || Cradit Card On File H ACH On File |[ Cash " Check || Depnat|
Paymente 222018 v
Date: | ] # | CarcHolderName | Card Number | CC Expiration Month | CC Expiration Year
. | ‘ Edit 06 18
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In the 2nd tab, Paid invoices only show invoices that are paid in full. Partially paid invoices are still in the

Open Invoices tab.

Clear

Family Id Family Mame First Mam LastMame Address 1 Address 2| City
cam
4002 Camper/Craddock  Lisa Craddock 327
Crestview
Road
Deposit Amount:
Open Invoices Paid Invoices
Family Invoices
= Student Mame Items Amount Tax
Camper Peyton late fee, Registration 35.00 0.00
Camper Peyton Tuition 50.00 0.00
Camper Peyton Tuition 50.00 1.00
Camper Peyton Tuition 50.00 .00
Camper Peyton Tuition 50.00 0.00
Camper Peyton Tuition 50.00 0.00
Camper Peyton Tuition 50.00 0.00
Camper Peyton Tuition 340,00 0.00
Camper Peyton Jazz Boo 32.50 2.28
Camper Peyton Costume Deposit 50.00 0.00

Page 1 of 2 (17 items)

Sum=1,122.! Sum=11.34

Pay Multiple Invoices in Full

Select the OPEN INVOICE Tab

State

Westwooco New
Jersey

Faid Amount

35.00
50.00
31.00
50.00
50.00
50.00
30.00
340.00
34.78
50.00

Sum=1,133.1

+ Select invoices to be paid by clicking the corresponding checkbox

Zip Code Deposit & Balance

55559

Due Date

6/15/2016
11/1/2015
8/30/2016

10/28/2016

5.00 E1B8.51

Paid Date

6/3/2016
6/3/2016
10/7/2016
6/3/2016
6/3/2016
2/9/2016
6/3/2016
6/3/2016
10/7/2016
10/7/2016

The pay amount (sum of the balances of checked invoices) will be totalled under the Balance Column.

Select payment type tab and enter information.

Payment date will default today’s date but can be overridden to a date in the past or future

Note — is an optional field and allows you to enter a message. The NOTE will be shown on the

Statements.
Click PAY button
You are given an option to View the payments applied after the amount is processed. You may also

create a receipt to print or email.
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Thank you for your payment

Close || Print Recsipt || View Paid Invoice

# | Payment | Student Name | Items | Amount | Tax | Paid Amount | Balance | Due Date | Paid Dats | Created Date

I Il IL_I I I [V [V v

Partial
Paid

Mayar Jazz 3250 228 15.00 1878 5/31/2017 3/30/2017
Juliznna Boot

| as |

New Feature View/Pay Family Invoices with Partial Payments

You can now set the amount to be applied to invoices in the billing-View/Pay Family Invoices screen.
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To turn on this feature, go to Admin-Gateway tab.
Click Edit on the Gateway line.

Compudance Online Helpdesk - 1

There is a checkbox on the bottom left side saying Show Admin Partial Payment

Text
Check it if you want this feature. Then click Update.

J Open Invoices || Paid Invoices || Ledger/Statement |

[ | Student Name Ttems Due

Paid Amd Balance Dus Date | Pay

|

1 | Mayer Julianna late fee, Tuition, Credit | 350.00 | 1.75 351.75

e (] | Mayor Julianna Tuition, late fas [14s.00 | 0.00 | 14500

1. Check Invoices to | | mayor Julianna late fee, Registration | 35.00 | 0.00 | 35.00
Rave paysnent Mppilied [ Mayor Julianna Registration 2000 000 | 2000
\*D | Mayer Juliznna Jazz Boot 3250 |28 |3a78

[0 | Mayor Julianna Registration 20,00 0.00 20,00

[ Mayor Julianna Registration 2000 |000 | 2000

® pay Older Invoices

©' Pay New Invcices  Pay Other

309,70
50.00

42.05
| 95.00
| 35.00
| 3.0
| 34.73

20.00

| 16.50

| 20.00
Pay:0

1/25/2016
2/1/2016 |
6152016
1/1/2017 |
5312017 |
6/1/2017
8i1/2017

Partial Pay
Partial Pay
Partial Pay
Partial Pay
Partial Pay

Partial Pay

Partial Pay

2. Enter Amount to b

| ¥ from deposit, can

e applied
not be

First First Amount:

greater than balance of deposit.

| ACH || Credit Card | Credit Card On File || ACH On File | Cash || Check || Deposit |

3. Complete paymen

F-3 Payment ParentName | Gate Way Depaosit Approval Cod| Balance Deposit Date | Payment Note
_ I 14| | I I IL I |
O Cash Cathy 15.00 Cash 15.00 12/122017
Maista
Payment Dated12/12/2017 []
Noke
4. Click Pay Pay

To use, if you are receiving a payment other than the total Pay of the invoices checked, you can enter this

amount in the Pay Other Amount box.

Select how you want the partial payment determined. (It defaults to pay the older due date invoices first of

the invoices selected.)
Enter the payment information and click pay.

! If you are paying from a deposit, you enter the balance of the deposit in the other amount

box to apply it to sibling invoices.
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+ If the amount entered is less than the total balance of the invoices selected, you will see the following

message.

Payment Confirmation

There is a partial payment being applied resulting in a
balance of 18,728

+ If you enter an amount greater than the balance of the invoices, it will ask if you want the overage to

create a deposit.

Payment Confirmation

Payment is grater then Invoice Amount dus you want to
make deposit of =15.00

| Make Deposit | No

If you answer no to making a deposit, the system will bring you back to the invoice list. No payment
has been made.

* You are given an option to View the payments applied after the amount is processed. You may also
create a receipt to print or email.

Thank you for your payment

Closs || Print Recsipt || View Paid Invoice
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# | Payment | Student Mame

Items | Amount

Tax | Paid Amount | Balance | Due Date | Paid Date | Created Date

Compudance Online Helpdesk - 1

I L]l L]l _ 1+

Fartial
Paid

Mayar
Juliznna

Jazz
Boot

32.50

2.28 | 15.00

Close

19.78 | 5/31/2017 3/30/2017

* You may still use the partial pay option if you wish to determine how payment is applied to

invoices with multiple charges.

How to Partial Pay an individual invoice

If you wish to designate how the payment is applied to an individual invoice,
usually if more than 1 income category is charged.

Select Partial Pay on the right side of the invoice you wish to designate payment
to. — You will be brought to a screen for a single invoice. It will not apply payment

to any other invoice. Then follow How to Partial Pay an individual invoice.
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Enter Deposit From Family Account

Why Create a Deposit?

Think of deposits as a credit balance on a student account. Once created, deposits can be used as form of
payment on invoices.

Situations where Deposits should be utilized:

* An overpayment is made

* You must apply a credit adjustment to an Invoice

* An account wants to pay ahead for something before you have invoiced it (Costumes, competition
fees, etc)

* You want to give a credit to a studio volunteer

+ If a class is dropped and you already invoiced Tuition

How to create a deposit from the Family Account

+ Go to Billing / View Pay Family Invoices
* Open the Family
» Click the Create Deposit tab
You will see a history of all deposits and it will allow you to enter a deposit.
» Click the tab for how the deposit is being made
» Enter the information
» Click Pay
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Export to PDF || Export to XLS || Export to XLSX || Export to RTF || Export to CSW

= 18453 Tapps Eric Tapps 13 Main Westwood New 07675 310.22
St Jerssy
| Open Invoices || Paid Invoices || Ledger/Statement |
# | Payment Method | Gate Way Deposit Amount | Approval Code | Balance Deposit Date Payment Motz
[ [v]| I I I I [+]| |
Cash S00.00 Cash 310,22 a/10/z2017 ben

J Pay Cash || Pay By Check || One Time ACH || One Time Credit Card | Payment Adjustment |

Deposit J'-'l.ITl:]l.l'itI |

Mote

[ Pay |

Once the deposit is created, that account will show in PINK in all Billing screens (Viewing Invoices, Creating
Invoices, Create Batch Invoice, View Parent Deposit).
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Specific Family Ledger/Statement

You can see how a family invoices and payments have been posted under the View/Pay Family Invoices
You can hit the plus in front of any family listed in View/Pay Family Invoices to show three detail tabs.

The first tab lists any invoices for the family that has an Open status. They may have had a partial payment,
but have a balance and therefore the invoice is still OPEN.

The second tab lists all PAID (Closed) invoices. These invoices have a zero balance.

There is now a Third tab which lets you pull the ledger of all invoices and payments for the family.
At the top of the tab, you can set the date parameters to see the invoices and payments you want.

Invoices paid from date will allow you to show any fully paid invoice that was paid from that date to today.
Invoices due until will show any invoice due up until the date entered.

If an invoice is still open, whether it has a partial payment or not, if it was due prior to the Due until date, it
will be listed.
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You may generate a statement to Print or Email for the family. When Ledger data is displayed in the
table, you can click Print Statement to see the full statement created for that family, or Email statement to
have it sent to the family email address in the family link page and the studio will also receive a copy.

* Prior to creating, You may customize the statement template inAdmin-School Setting
Types-Alert Types- Familylnvoice

compudance

To Notes
Beat Amy

101 fine strest

unien, Alabama 07777

Account Activity between Dec 1 2017 and Dec 30 2017. Total Due: 156.43

Student y Paid
Miaivie Category Invoice Amount|Tax R, Info
Beat, Sharah |Due:Oct 25 2016 |Registration/Deposit 15.00(0.00 Cctober
Faid:Dec 23 : . . Cash
Beat, Sharah 5017 Registration/Deposit 15.00 74 85
Beat, Sharah |Due:Jan 8 2017 |Tuition 57.00]2.85 January
Faid:Dec 23 x Cash
Beat, Sharah 2017 Tuition 59.85 74 85
Beat, Sharah |Due:Jan 22 2017 |Tuition 57.00]2.85 January
Beat, Sharah [Due:Jun 14 2017 |Tuition 92.0014.60 July
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Deposit

Why Create a Deposit?

Think of deposits as a credit balance on a student account. Once created, deposits can be used as form of

payment on invoices.
Situations where Deposits should be utilized:

* An overpayment is made

* You must apply a credit adjustment to an Invoice

* An account wants to pay ahead for something before you have invoiced it (Costumes, competition
fees, etc)

* You want to give a credit to a studio volunteer

+ If a class is dropped and you already invoiced Tuition

How to create a deposit

Deposits are recorded at the student and guardian level. This means, you will select not only the student but
also the student’s guardian to apply the deposit. This is helpful for non-traditional family situations. Perhaps
the parents are divorced, or a grandparent pays. The monies are attributed to the specific guardian.

Note: A student will be listed for each guardian on their account. Therefore, it will look like duplicate
students are listed but actually it is the guardian that is different.
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. -— ) . ‘Walcome :Compudance

Home Admin Classes Student Teacher{ Biling )Report Mail Recital Help  gyupport Sample School-Flat Rate Log Out
Ui View/Pay Invoices Guardian Information
B e ParentType | FirstName  LastName « Student Name Email Phane Default Bill To  IsRecurring Bill
[ Create Invoices - llle'd—| - =

ai
| % Create Batch Invoice o
Mother Alvin Alley Alley Lilly allvinalley@em: 4445551234 M V1
| & Payment Scheduler - ' '
(& Sales Report & Mother Alvin Alley Alley Tanya allvinalley@em: 4445551234 ./ V1
iz Sales Deposit Report &2 Mother Alvin Alley alley Lucy allvinalley@em: 2445551234 !ﬂ =]
§z Parent Depegsit Report “ Mother Alvin Alley Alley Billy allvinalley@emi 4445551234 !d M
(& _View/Add Parent Deposit & Father Doris Alley Alley Lilly allvinalley@em: 4445551234 | | u
§ Who has not been billed =
& Father Doris Alley alley Lucy allvinalley@em;: 4445551234

._”g View Recurring Error @
(@ Potential Tuition Father Doris Alley Alley Billy allvinalley@em;: 4445551234 L] L1
B Audit Summary Report . Father Doris Alley Alley Tanya allvinalley@em;: 4445551234 L] L] |
ar - - - - - - -
D Accounts Recsivable Click the plus sign on the guardian/student for which the deposit is being ereated

188> Family Ledger Report

Click the plus sign on the appropriate student/guardian.

Guardian Information

Parent Type First Name Last Name 4 Student Name Email Phone Default Bill To = IsRecurring Bill
M alley bl *
& Mother Alvin Alley Alley Lilly allvinalley@em: 4445551234 ./ v
J Deposit Details
Deposit History
#  Payment Method Gate Way Deposit Amount = Approval Code Balance Deposit Date Payment Note

-

No data to display

[ select payment type
@Cash " Pay By Check ‘ One Time Credit Card l Payment Ad]ustmeD

Deposit Amount

Note

3. Hit Pay to record the deposit

2. Enter in amount. Note field is optional

Tip!

Payment Adjustments, are not considered reportable income. Use this payment type if you are crediting
volunteer hours, have fundraising or some other adjustment that is not truly income.
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Once the deposit is created, that account will show in PINK in all Billing screens (Viewing Invoices, Creating

Invoices, Create Batch Invoice, View Parent Deposit).

Delete a Deposit that has not already been applied to an
invoice

+ Go to Billing, View/Add Parent Deposit,
+ search for the student and click plus sign
* Deposits will be listed. Delete function on left side. Click delete

Guardian Information

Parent Type First Name Last Name Student Name Email Phone Default Bill To = IsRecurring Bill

i alley b b
&2 Mother Alvin Alley Alley Tanya allvinalley@em: 4445551234 J J
& Mother Alvin Alley Alley Lilly allvinalley@em: 4445551234 W v

Deposit Details

Deposit History

# Payment Method Gate Way Deposit Amount  Approval Code  Balance Deposit Date Payment Note
ayment 50.00 Adjustment 50.00 12/22/2016 volunteer
Adjustment hours
Delete Cash 100.00 Cash 100.00 12/22/2016 overpyament

Delete deposit that’s been applied to invoice

If a deposit has been applied to an invoice, the deposit can not be deleted without first deleting the payment
off the invoice. Once the payment delete is complete, the deposit is then able to be deleted.
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Sales Deposit Report

Sales Deposit Report

The “Sales Deposit Report” is an accounting of all credits applied from deposits. These are all considered
“Payment Adjustments” as the money has already been accounted for when the money was first posted.

Enter a date range and hit FIND. The results will be displayed below.
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Home Admin Classes

L& View,/Pay Invoices

g View/Pay Family Invoices
|.g» Create Invoices

| & Create Batch Invoice

[# Ppayment Scheduler

[§& sales Report

L§ sales Deposit Report

L§g Parent Deposit Report
iz View/Add Parent Deposit
§g Who has not been billed
(& View Recurring Error

[§ Potential Tuition

@j Audit Summary Report
18 Accounts Recelvable

E,'j Family Ledger Report

| §g View/Archive Invoices

Student

Teacher

Biling Report Mail

Start Date: 10/01/2016

Compudance Online Helpdesk - 1

Welcome :Compudance

Recital Help  support

* End Date: 12/22/2016

Sample School-Flat Rate

Log Out

~|  Export to POF | Export to XLSX |  Export to XLS

Payment Adjustment Daily Sale Report

Drag a column header here to group by that column

Pay Amount Gateway
" Payment Adjustment 168.40
Sum=168.40

To view the details, click the arrow to the right of the Payment Adjustment line.

Start Date: 10/01/2016

~ End Date: 12/22/2016

| ExporttoPDF | Exporttoxtsx || Exporttoxis

Payment Adjustment Daily Sale Report

Pay

Amount

Drag a column header here to group by that column

Gateway

Payment Adjustment

168.40

Payment Adjustment Sale Detail Report

Drag a column header here to group by that column

Student Category Name Amount Tax Total Amount = Pay Met Check M Paid By

Rusz Kayla Tuition 28.600000 0.000000 28.60 Paymen Laurie Rusnack
Adjustrr

Sexton Lily late fee 25.000000 1.750000 26,75 Paymen Jessica Sexton
Adjustrr

Rusz Kayla Costume Balance 20.000000 1.400000 21.40 Paymen Laurie Rusnack
Adjustrr

Sexton Lily Tuition 50.000000 0.000000 50.00 Paymen Jessica Sexton
Adjustrr

Happy Smile Private Class 35.000000 0.000000 35.00 Paymen Joy Happy
Adjustrr

Alley Lilly Deposit 50.000000 0.000000 50.00 Paymen Alvin Alley
Adjustm

Happy Smile Deposit 35.000000 0.000000 35.00 Paymen Joy Happy
Adjustrr

Camper Peyton Deposit 5.000000 0.000000 5.00 Paymen Lisa Craddock
Adjustrr

Sum=248.60 Sum=3.15 Sum=251.75
Sum=168.40

Page 180 of 307



compudance

Parent Deposit Report

Compudance Online Helpdesk - 1

Parent Deposit Report

The “Parent Deposit Report” shows you all Cash, Check, Credit Card or ACH Payments posted as a
deposit. Click “Billing” enter your “Start Date” and “End Date” and hit FIND. The report will show you all
deposits entered in the time period you selected. Totals are included and date and time deposit posted.

Export to PDF

School Deposit Report

Start Date 12/1/2016 ~ End Date 12/23/2016

- Find

Export to XLS Export to XLSX Export to RTF

Export to CSV

Student Deposit List

Drag a column header here to group by that column

# Family

Alley-57621

Alley-57621

Branstetter-
32311

Happy-
55909

smith-
35298

Moore-
57166

School-
30760

Student Nam Parent Name Deposit Amot Balance Payment Met

Alley Lilly

Alley Lilly

connor
ronald

Happy
Smile
jones IR

Moore Gina

School
Vickey

Alley Alvin

Alley Alvin

Branstetter
Asher

Happy Joy

smith bill

Moore Gigi

School
Sample

50.00 50.00 Payment
Adjustment
100.00 100.00 Cash
50.00 50.00 Check
35.00 0.00 Payment
Adjustment
500.00 500.00 Check
40.00 40.00 Cash
60.00 60.00 Cash

Sum=835.00 Sum=800.00

Approval Cod Payment Not: Deposit Date

Adjustment

Cash

Check223

Adjustment

Check125

Cash

Cash

volunteer
hours

overpyament 12/22/2016

Private
Cancelled
12/15/16

for
costumes

12/22/2016
11:44:51
AM

11:44:16
AM

12/16/2016
1:37:59 PM

12/16/2016
1:33:34 PM

12/5/2016
3:24:21 PM

12/5/2016
3:25:32 PM

12/16/2016
1:38:14 PM

To print report, you will first need to export to Excel. Click the export to XLS or XLSX button. A copy of the

report will be downloaded to your computer.
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Auto-Payment

Auto-pay is a feature that allows payments to automatically
run on a certain day.

This feature can only be enabled by the Compudance team and requires the studio have an account with
one of our integrated payment processors.

PaySafe

For USA Businesses Outside the USA
Our Contact: Joanna Diaz Zachary Schneiderman
Phone: 1949 788 1010 x131 1 514 380 2700 ext. 8292
Email: joanna.diaz@paysafe.com zachary.schneiderman@paysafe.com

They prefer email as contact method.

The studio can set the time of day they want their autopay to occur. See Gateway.

How Auto-pay works:

» Studio creates an invoice

» the invoice gets added to the payment scheduler with the payment being scheduled for the Invoice
Due Date. (Studio can change the schedule date in Payment Scheduler .)

* On the scheduled date, the due amount will automatically be charged to the family’s credit card or
checking account.

+ The Payment is then posted to the invoice, changing the status to Paid.

Payment Scheduler

All pending payments can be managed through the Payment Scheduler.


www.paysafe.com
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Auto-pay FAQs:

Where is the credit card or ACH info stored?

The payment information is entered through the family link account (not the student). It is saved in the
PaymentXP vault.

How can | remove a previously stored account for a family?

Follow these directions. You will need to access the PaymentXP system.

How can | stop a payment from happening in Compudance?

If the autopay system for this invoice has not yet started,

* You can pay the invoice which will remove it from the autopay scheduler.

* You can manually remove the invoice from the scheduler by going to Billing->Payment Scheduler.
Find the specific invoice you wish to remove and click Delete in front of that line.

* You can delay the payment by clicking Edit in front of the line in payment scheduler and changing the
Scheduled Date. Click Update.

How can | check if a payment was successfully processed?

All payments that are successful will automatically be posted in the CompuDance system.
You can run the Sales Report or any other screen to see them.
Any errors are reported in the View Reoccurring Error Report

If the Autopay Account is an ACH, it may be between 5 and 10 days later that you find the
payment has not completed. We recommend that you turn on Email alerts from your
processor to let you know if a payment fails. You may also run the Completed transaction
report from your processor to confirm payments of this nature.

=

Our system will not know if a payment fails at a later date and will still show the invoice is paid unless you
change it. This includes a credit card reversal by the card holder and an insufficient funds from ACH.
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Recurring Error Report

The Recurring Error Report will show every time an Autopay process attempted to be performed and the
reason it failed.

In order to see this report, you must have Autopay turned on. This must be requested to CompuDance.
After you have Autopayments process you can view this Report in Billing -> View Recurring Error.

Here is an example of the report.
You can group , filter and sort this report.

# AccountId <  Last Name | First Name Family Acount Mame | Created Date | Transaction Amount = Process Name | Response Message

-

14B88 Confin Brian Confin 9/1/2016 0.0000 AutoPay Account is not
setup with Meritus
145888 Confin Brian Confin 11/1/2016 0.0000 AutoPay Account is not
setup with Meritus
16915 Benitez Mary Benitez Q/27/2016 26.0000 CC Charge DECLINED
Process
16915 Benitez Mary Benitez 12/1/2016 70.0000 CC Charge DECLINED
Process
18193 White Keri White-Danid& Keri 9/1/2016 0.0000 AutoPay Account is not
setup with Meritus
18193 White Keri White-Dani& K eri 10/1/2016 0.0000 AutoPay Account is not
setup with Meritus
20130 Gold Elana Gaold 8/1/2016 0.0000 AutoPay Account is not
setup with Meritus
21095 COWART Jang COWART 12/1/2016 72,0000 CC Charge INVALID CARD
Process MLIMBER
21794 CONMELL DENISE COMNELL 9/1/2016 0.0000 AutoPay Account is not
setup with Meritus
22820 Bermud Laura Barmud 12/22/2016 | 0.0000 AutoPay Account is not

setup with Meritus

There are different error reasons that may be posted.

Account is Not Setup with Merritus means there is no payment account saved on file for the family.
DECLINED is the Credit Card company declined the payment.

INVALID CARD NUMBER means the card information on file does not exist.

blank is shown for an ACH process. Keep in mind ACH can be reversed like a check for Insufficient Funds
up to 7 days after the approval. If this occurs you will be notified by the payment processor. You will have to

make changes in CompuDance of the reversal.
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Reversing Payments

You may need to reverse a payment on an invoice.

+ If the payment was applied to the wrong invoice
 If the check/ACH was denied for Insufficient Funds
+ If a payment was reversed

+ If an item is returned

Each Studio can chose their procedure for these occurances.

You may chose to:

Delete the Payment — Go to View /Pay Invoices. Find the invoice the Payment was applied. Click the Plus
to see the details of the invoice. Go to the Payment Tab. Click Delete on the right side for that payment. The
invoice will now be open and show the balance. If the payment deleted was from deposit, the amount will
return to the deposit balance.

Add an Additional Charge — If the invoice is Open, you can add an additional charge to the invoice.

Create a New Invoice

If you wish to discuss any other options you would prefer, please contact us.
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Income Categﬂ/ Price

Income Categories

Creating new income categories is done through ADMIN ->School Setting Types -> Income Categories.

Default Pricing for all of your categories are set in the Billing section-> Income Category Price tab.

= 2 i Welcome ‘Compudance
Home Admin Classes Student Teacher Report Mail Recital Help  sypport T T Log Out
ple School-Flat Ra == C

& View/Pay Invoices Class Price Income Category Price

g View/Pay F 1

i = Category Name Category Tax Price

J» Create Invoices

& Create Batch Invoice Edit Vocal lesson 7.0000 50.00
& Batch Additional Charge Edit Costume Balance 7.0000 20.00
25 Payment Scheduler Costume Deposit 0.0000 50.00

& Sales Report Click Edit in front of category whose price you wish to set/change.

& Sales Deposit Report Price: 50,00

Form will n below th rice.Then click 3 Update Cancel

R ] open below the category to set price.Then click Update

Click Edit on any Category you want to add or edit a Price — Enter the price and Update. Changing the price
will reflect on new invoices only, previous invoices will not be affected by the price change.

* Income Category Prices can also be overridden at the time Create Invoice is being used for
an individual student.

Negative Charge Amounts

You do have the ability to enter a negative income category amount. Some studios will use these to display
a discount on an invoice or to move a charge and payment from one income category to another. For
example if you invoice for a Costume Deposit and then invoice for the full costume showing the costume
deposit being a negative to show it applied on the invoice.
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Class Price

Income Category Price

Tuition Class Number Price

Compudance Online Helpdesk - 1

# Category Name a Category Tax Price
co

Edit Costume - Ballet 7.0000 75.00

Edit Costume Deposit- Ballet 0.0000 -50.00

For example: The studio charges $75 for the Ballet Costume and needs to collect a 7% tax.
They already charged/collected a $50 deposit.
In order to collect the proper tax for the costume, the full amount needs to be invoiced as taxable.
You will then also apply a -$50.00 for the costume deposit to get the balance correct.

School Invoices

Pay Student Name

Items Amount Tax Due Am¢ Paid Amc Balance Due Date | Paid [ Status | #
cos - - * Clear
=] Pay Full | Partial Pay Student Costume - 25.00 | 5.25 | 30.25 30.25 2/28/2017 Open Delete
Smplez1 Ballet,
Costume
Deposit-
Ballet
Pay period: 02/20/17-02/20/17 Deposit Amount:
J Invoice Details || Payment
Invoice Details
# Qty Item Name Amount Tax Total Amount
1 Costume - Ballet 75.00 5.25 80.25
1 Costume Deposit- -50.00 0.00 -50.00
Ballet
Sum=25.00 Sum=5.25 Sum=30.25

! If you want to use negative invoice charge amounts you must be careful in how you apply

payments.

We recommend using Pay Full or Pay by Family Invoices (for balance) and the system will
apply the payment correctly.
If you are applying a partial payment, keep in mind you must distribute the negative amount
too or the invoice will go to a negative balance and stay open.

Please call us if you need assistance.
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BiIIing Tuition Methods

CompuDance can be set to calculate your tuition or to be set by the studio for each student.

You may discuss your tuition calculation practices with us so we can direct you towards the easiest method
or discuss you options.

CompuDance must set the type of tuition you wish to chose. You may change it, just let us know and we will
help you do so.

Here is an overview on how each option works.

Calculated Tuition by Class Interval (Number of minutes /
hours)

This option will have the system look at your class enroliments for each student. Calculate the amount of
time the student is schedule for classes for a week time interval (the date range must be 7 days or the days
in 1 week the studio is open)

One the total number of minutes are calculated for the student, the system will look at the charge amount for
those minutes in the Billing->Class Interval Price table.

The system will then check the student and apply any discounts that may be noted on the student record.
You may preview the final tuitions calculated using the Potential Tuition Report

How to set up Interval Rates

Calculated Tuition by Class Number

The system will recognize the number of classes a student is enrolled in for a specific week time period.
It will then look at the charge amount for the classes in Billing->Class Number Price chart and add the
amounts to reach the final tuition amount for that number of classes.

The system will then check the student and apply any discounts that may be noted on the student record.
You may preview the final tuitions calculated using the Potential Tuition Report

How to setup Class Number Prices

Flat Rate (Amount set by Studio)

The flat rate system allows the studio to enter the final tuition rate per student. Student (Edit) Tuition field
This system will allow different groups of students to have tuitions calculated in different time periods.
For example the studio may offer tuition to be billed by semester, monthly or weekly. Each student will be



entered at their rate. Then the bills will be created for their group.
How to enter Flat Rate tuition

! All tuition invoicing needs to be created by the studio.

If you have any questions regarding your tuition structure, please contact us to discuss your options and the
best fit for your school.
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Calculated Tuition by Interval

Compudance Online Helpdesk - 1

Once we at CompuDance have set your system to be by Interval, you will be able to enter your tuition rates

per amount of time.

Go to the Billing section and click on the third tab — Class Interval price.

Teacher Report Mail Recital Help

Welcome :Compudance

Class Price Income Category Price | (Tuition Class Interval PricB

Interval

Price

This form will appear to enter a new time / tuition price or edit an existing one.

g Click to Edit/Change a current price for the interval

Number of minutes per week

Interval:
Edit 30
Edit 45
Edit 60
Edit
Edit 90
Edit 105
Edit 120
Edit 135
Edit 150
Edit 165
Page 1 of 3 (29 items) 1

To enter a tuition interval, click Add New Tuition.

2

3

Price:

20.00
40.00
40.00
55.00
93.00
99.00
120.00
128.00
135.00
143.00

Sample School - Interval = Log Out

Click to enter a new amount of minutes -> Add New Tuition

Use the search boxes to find your interval or price.

Update Cancel
Click Update to Save

Tuition per month

Enter the number of minutes a student may take in 1 week in the interval box. Enter the tuition rate per

month as a decimal or whole number. Click Update.
Repeat to enter the next time interval and tuition price.

* If you already have intervals entered we suggest you search for a time interval in minutes

before clicking Add New Tuition.

You may only have each interval set as 1 price. Entered once.

You must have every interval in which a student may take. If you offer 45 minute classes, you must have

intervals every 15 minutes.
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If you have a tuition cap (max rate) you must enter every possible interval taken and just repeat the tuition

amount above the cap.

If no tuition is entered for a specific interval a student is taking they will not get an invoice created.
Check the potential tuition report for the same time period you are creating tuition invoices.
Sort by the tuition column. If a tuition does not calculate, it should come to the top with the 100% discount

students.
We recommend you check your tuition calculations regularly.

| i you are ending a season you must enter the end enrollment dates for the classes so the
next season does not include the previous season’s classes.
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Calculate Tuition by Class Number

The system will calculate a student’s tuition by the number of classes a student takes in a week.
It will then look at the Class Number Price tab to determine the tuition.

If you would like to use this type of calculation, you must contact CompuDance to set it for you. You can
only have one type of tuition calculation for the entire studio database.

Go to Billing-> Class Number Price tab
The class number price lets the studio set the price for the first class. You then set the price for the second
class which will be added to the first when calculated.

Welcome :Compudance
Teacher Report Mail Recital Help Support sample School -Class Number Log Out

Class Price Income Category Price Tuition Class Number Price )

Click to Add next class number and price-> Add New Tuition

# Numer Of Classes Price
Edit 1 57.00 Price for 1st class
Edit 2 35.00 Price of 2nd class to be added to 1st
3 20.00 Price of 3rd class to be added to 1st & 2nd

Form to enter class number and Price for that specific instance.
Numer Of Classes: 3 Price: 20.00

Click Update to Save-> Update Cancel

If a student takes 3 classes, the system will add the price of 1st class+price of 2nd class+ price of 3rd class

You may enter in Discounts on the specific student to be automatically taken off of the tuition rate when

calculated.
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Flat Rate / Studio Entered Tuition

If you wish to calculate the tuition rates outside of the CompuDance System, we can set your studio up as a
Flat rate system.

This will allow the studio to enter in the tuition amount on each student record.

Go to Student. Edit the student in the bottom of the first column you will see Tuition.

Enter in the amount as a whole number or decimal for the *final tuition amount to be invoiced for this
student.”

(No further discounts are to be applied.)

Click Update.
Student By Season
Select Your 2016 - 2017 | /] Mot enrolled in Season /| Enrolled in Season
Seasons:
Student Information
# I First Mame Last Mame Email Cell Phone Gender| Date Of Birth &ge | Class: Tuition
Clear t 5 -
'@}EDIT Test Student Parent@sample.com ooo Female 1/1/2000 17 3
Click EDIT to see Form below )
D First Name:* |Test
Last Mame:* | Student Email: * Parent@sample.com
Cell Phone:* |000 Status:* Active -
@Dunﬂwe: = Discount shc_:-uld diready _| cender:® Female -
be figured in amount _
Type: Fulltime = | Date Of Birth: |1/1/2000 -

@iun: Enter Tuition &mount example: LDD.DD
Click Update to Save = pdate Cancel

A flat rate tuition is useful if you have many different discount types utilized to each student.

If the studio allows the students to be invoiced in different structures.

For example if the studio offers a price scale for semester students and a different price scale for monthly
students.

1 class per week may be $50 for the month but $120 for a semester or 3 months.

If you have any questions regarding your tuition structure, please contact us to discuss your options and the
best fit for your school.
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Student and Sibling Discounts in Calculated
Tuition

Discounts are entered in the main Student record.
The discount is automatically applied to only calculated tuition.

Go to the Student Section
Find the student

Click Edit for the Student
This example gives a 10% discount to the calculated tuition rate for this student.

ID: First Name:* | Winnie

Last Name:* Ford 1 Email:* betty@ford.com

Cell Phone:* 2013332345 Status: * Active -
DiscountType: .Per'centage Chose Percentage, Fixed or none e E St M
Type: Fulltime (None will not give a discount)| .. of girth: 4/4/2004 -
Discount: 10.0000 Enter percent as number or ﬁxed dollar amount

Click Update to Save -> Update Cancel

To have a student not get invoices tuition, you will edit the student record to be 100% discount. (Discount
type Percentage, Discount 100.) This may be used for scholarships or if a student pays the full year in
advance.

To give a $10 discount for a sibling discount, or any other reason, edit the student and set discount type to
Fixed, discount 10.00.

If you need assistance with how to apply a specific discount, please contact us with the details.
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Archive Invoices

Invoices can be archived whenever necessary. It is up to the studio to decide when and how often to archive
invoices. However, only FULLY PAID invoices will be archived. If there is any balance on the invoice it can
not be archived.

Go to Billing menu and select View/Pay Invoices. Click the orange button ARCHIVE INVOICE

—— e = = —————

‘Welcome :Compudance

Home Admin Classes Student Teacher Biling Report Mail Recital Help  support |Sample Schaol-Flat Rate -] Log Out
e
Jew/Pay Invoices ExporttoPOF || ExporttoXLS || Export to XLSX Exportto CSV |  Print Invoices | Email [nvoice | (LSS ITE
\__ﬁ View/Pay Family Invoices school Invoices
Create Invoices
L_‘* kit Pay Student Name  Items Amount Tax  Due Ami Paid Am Balance Due Dat Paid Dat Status  #
| # Create Batch Invoice
- - v
L!p Payment Scheduler - 1
e @ pay Ful | Partial Pay  Russell Maria  late fee, 210.00 0.00 210.00 10.00 200.00 11/1/20 Open  Delete
[ Sales Report Tuition
[ Sales Deposit Report @ Pay Full | Partial Pay  Sexton Angela  Tuition, late  100.00 1.75 101.75 101.75 11/1/20 Open Delete
= fee, late fee
[§ Parent Deposit Report e
ti . . 85. . Delets

(3 View/Add Parent Deposit Pay Full | Partial Pay  Williams Ari Ienguun. late 185.00 0.00 185.00 185.00 11/1/20 Open elete
(& Who has not been billed @ pay Full | Partial Pay  Morton Rylie  Tuition, late 125.00 0.00 105.00 20.00 85.00  11/1/20 Open  Delete
(g View Recurring Error fee |
\__ﬁ Potential Tuition (] Pay Full | Partial Pay  Scares Allie &uan, late 119.50 0.00 119.50 119.50 11/1/20 Open Delete

» Audit Summary Report i~
- ek el & pay Full | Partial Pay  Soares Allie Tultion 9450 0.00 94.50 40.00 54.50 12/1/20 Open  Delete
) Accounts Receivable .

- @ Pay Full | Partial Pay Yo Alex late fee, 130.00 1.75 131.75 131.75 12/1/20 Open Delete
1 Family Ledger Report Tultion
(& ViewsArchive Invoices @ pay Full | Partial Pay  Morton Rylie  Tuition, late  125.00 175 126.75 126.75 12/1/20 Open  Delete

fee

Determine the date range of the invoices you want to archive. The Date Range refers to the invoice due
date.

Confirm Your Archive Invoices

Select your Archive Invoices due date Range?

Due Date | *ue Date |
Start: nd:

‘ Archive Paid Invoices ‘ ‘ No

Date Range is based on DUE DATE

Enter the desired Date Range and hit the Archive button. You will need to confirm your selection.
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www.compuschedule.com says:

Do you want to Archive paid Invoices base on selected
due date ?
2.

Cancel

Confirm Your Archive Invoices

Select your Archive Invoices due date Range?

Due Date |11/1/2016 Due Date |11/1/2016
Start: End:

1<| Archive Paid Invoices | >

To view archived invoices, go to Billing menu, View/pay invoices. From left side menu, click on View Archive

INvolces.

Home Admin Classes Student Teacher Biling Report Mail Recital Help  gupport Sample School-Flat Rate n Log Out
& View/Pay Invoices Export to PDF ExporttoXLS | ExporttoXLSX || ExporttoRTF || ExporttoCSV | PrintInvoices | Email Invoice
& View/Pay Family Invoices School Archive Paid Invoices
& Create Invoices Student Name Items Amount Tax Due Amou Paid Amou Balance  Due Date Paid Date Status
A Create Batch Invoice & s g
& Payment Scheduler 7 ) -
= @ Rusz Kayla Tuition 50.00 0.00  50.00 50.00 0.00 11/1/2015 3/3/2016 Paid
& Sales Report Archive
_} Sales Depaosit Report @ Cooke Leah Tuition 100.00 0.00 100.00 100.00 0.00 11/1/2015 8/30/2016 Paid
) Archive
_§ Parent Deposit Repart

. @ Sexton Lily Costume Balance 15.00 0.00 15.00 15.00 0.00 8/11/2015 2/5/2016 Paid
{4 View/Add Parent Depaosit Archive

& Wno has not been billed @ Burr Danielle Costume Balance  15.00 000 1500 1500  0.00 8/10/2015 12/4/2015 Paid_
& View Recurring Error ) Archive

& Potential Tultion @  winiams Ari Costume Balance | 15.00 0.00  15.00 15.00 0.00 B/6/2015 B/6/2015 Paid
Archive

" Audit Summary Report @  Arnold Bryanna Costume Balance | 15.00 0.00  15.00 1500 0.00 B/4/2015 8/3/2015 Paid
4 Accounts Receivable Archive

L'?' Family Ledger Report @ Camper Kierra Costume Balance 15.00 0.00 15.00 15.00 0.00 B/4/2015 B/3/2015 Paid
Archive

( View/Archive Invoices | &

—— @ Daniel Alexandria  Costume Balance  15.00 0.00  15.00 15.00 0.00 B/3/2015 8/3/2015 Paid

Archive
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Billing Reports

The system includes reports that help you monitor daily sales, reconcile bank statements, government
reporting for income and taxes, family statements, etc. All reports can be exported to excel for printing.

Page 197 of 307



compudance Compudance Online Helpdesk - 1

Sales Report

Sales Report
Why run the Sales report?

To reconcile your payment posting at the end of the day

To see the breakdown of Payments in any time period by Cash, Check, Credit Card and ACH

To find a specific Payment by Student, Guardian, check number or Amount

To get a total dollar amount paid for a specific Income Category, broken down by Payment Method
To find your Tax total for a specific time frame

To find all students/families that paid for a specific Income Category

To view the sales report go to the “Billing” tab click on the “Sales Report tab”. Enter the date range you want
to review. The start/end dates filter based on the payment date. For today make your “Start Date” today and
your end date tomorrow. Your Report will display. You can Export to PDF or Excel to see all detail. To view
all detail on the Page — click to open your Payment Methods

Start Date: * End Dat ot Export to PDF Export to XLSX Export to XLS

Daily Sale Report
Drag a column header here to group by that column TO prinf repoﬁ- expor«[ 10 excel
]

Pay Amount Gateway

=" SQum totals by payment type. To see

Cash 441.68
" Check 921.00 details click on the arrow.

Sale Detail Report

Drag a column header here to group by that column

Student Category Name Amount Tax Total Amount Pay Met Check M Paid By

Connor Dance Registration 10.000000 0.000000 10.00 Check 45 Asher Branstetter

Alley Lilly Private Class 35.000000 0.000000 35.00 Check 1234  Alvin Alley
55.00

Cooke Amanda Registration 10.000000 0.000000 10.00 Check 56 Lisa Giglio
306.00

Cooke Amanda Tuition 50.000000 1.000000 51.00 Check 56 Lisa Giglio
306.00

Cooke Leah Tuition 120.000000 0.000000 120.00 Check 56 Lisa Giglio
306.00

Cooke Leah Tuition 100.000000 0.000000 100.00 Check 56 Lisa Giglio
306.00

Alley Lilly Registration 20.000000 0.000000 20.00 Check 1234 Alvin Alley
55.00
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Payment Types defined:

Payment Category
Cash

Check

One-Time Pay
Schedule ACH Pay
Schedule Pay

Pay by Family

Pay by Family ACH

Where and How Payment was Performed

Cash payment applied from Family billing or student billing

Check Payment applied from family billing or student billing

One-time Credit Card payment made through family or student billing

ACH Payment processed through Auto-Pay

Credit Card payment processed through Auto-Pay

Credit card payment made from Family billing or parent portal (using card on file)

ACH payment made from Family billing or parent portal (using account on file)
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Audit Summary Report

The audit summary report provides a sum total of each income category. It shows the total amount invoiced
for each income category as well as any taxes collected and payments received. In addition to income
categories, it also includes any deposits received.

To run the report, enter the desired date range. The system will include any invoices with a due date within
the specified date range. If a printed copy is needed, the report can be exported as an excel spreadsheet or
PDF document.

Start Dat ~ End Dat{ 12/27/201§ ) v | Export to PDF Export to XLSX Export to XLS

Audit Summary Report

Drag a column header here to group by that column

Category Invoiced Tax Invoiced Paid Adjustment Applied
Costume Deposit 100.00 0.00 50.00
Jazz Boot 97.50 6.84 34.78
late fee 25.00 1.75 50.00 26.75
Leotard 40.00 2.80 21.40
Private Class 175.00 0.00 35.00 35.00
Registration 320.00 0.00 90.50
Tuition 396.00 78.60
Vocal lesson 100.00 3.50
Peposits Received I 750.00
Sum=897.50 Sum=17.69 Sum=1,462.68 Sum=140.35

! Use grouping feature and filter boxes to narrow down your search. For example, group by family name
to see a summary of receivables per family.

Page 200 of 307



compudance Compudance Online Helpdesk - 1

Accounts Receivable

Families

# Student Phone Email Category Invoice Amount  Invoice Tax Pay Amount @ Balance

Clear gl

*  Family Name: aaa2parent (Count=3, Sum=72.5, Sum=3.68, Sum=0, Sum=76.18)

* Family Name: aaa3parentl (Count=2, Sum=55, Sum=1.4, Sum=0, Sum=>56.4)

* Family Name: Alley (Count=4, Sum=122.5, Sum=3.68, Sum=10.5, Sum=115.68)

* Family Name: Arnold (Count=9, Sum=2845, Sum=27.4, Sum=0, Sum=2872.4)

*  Family Name: asdafsd (Count=7, Sum=755, Sum=5.1, Sum=85, Sum=675.1)

*  Family Name: Ashraf (Count=1, Sum=20, Sum=0, Sum=0, Sum=20)

Count=26 Sum=3870 Sum=41.26 Sum=95.5 Sum=3815.76

Note: If you export grouped data to RTF, be sure to open the nasu.ming file with an editor that fully supports f.tf’..'ﬂd”di““ tables. For instance, Microsoft WordPad does not support

Iie fnmbiinm aemed Hhiin Hee Bl mam Anmsse
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Accounts Receivable

The accounts receivable report provides a sum total of each income category per student that has an open
balance.

Here is a video demonstrating its flexibility. If you need a more detailed report use
the Family Ledger Report

This report can be filtered, grouped or sorted as needed. The groups will sum all columns for you.
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Accounts Receivable

Families

# Student Phone Email Category Invoice Amount  Invoice Tax Pay Amount @ Balance

Clear >

*  Family Name: aaa2parent (Count=3, Sum=72.5, Sum=3.68, Sum=0, Sum=76.18)

* Family Name: aaa3parentl (Count=2, Sum=55, Sum=1.4, Sum=0, Sum=>56.4)

* Family Name: Alley (Count=4, Sum=122.5, Sum=3.68, Sum=10.5, Sum=115.68)

* Family Name: Arnold (Count=9, Sum=2845, Sum=27.4, Sum=0, Sum=2872.4)

*  Family Name: asdafsd (Count=7, Sum=755, Sum=5.1, Sum=85, Sum=675.1)

*  Family Name: Ashraf (Count=1, Sum=20, Sum=0, Sum=0, Sum=20)

Count=26 Sum=3870 Sum=41.26 Sum=95.5 Sum=3815.76

Note: If you export grouped data to RTF, be sure to open the nastu:ling file with an editor that fully supports E.E’..iﬂc'u‘ﬁng tables. For instance, Microsoft WordPad does not support

le fmmbiimm mmd Hiin b flla mamcs Amsmse

The report can be exported as an excel spreadsheet or PDF document.
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Family Ledger Report/Statements

The Family Ledger Report itemizes all of the family’s transactions based on a date range entered.

* You can use this report to send a collection of invoice charges and payments as a single
email statement for a family or a student.

To create a statement, Go to Billing->Family Ledger Report

+ Enter the date range you want to see invoices for. The start date will allow paid invoices to show with

their payments as of that date.
Tip!
If you want to see only open invoices enter tomorrow’s date as the start date.

+ The end date will determine invoices shown up to that due date. So if you want to only show invoices
due to the end of the month enter that date. If an invoice is open and due prior to the start date it will
still be reflected on the report.

* The list will show all invoice and payment details for the studio.

* You may filter for a specific family, student, income category.

Start Dnd D Find
/| Student Without Family /| Family
Export to PDF Export to XLS Export to XLSX Export to RTF 2 ent Stateme Email Family Statement

School Invoice Statment Report

Drag a column header here to group by that column

# Family Name Student Name | Invoice Category Invoice Amount Invoice Tax Invoice Due Date Paid Amount
Clear alley b

Alley 57621 Alley, Billy Registration 20.00 0.00 12/15/2016

Alley 57621 Alley, Billy Registration 12/15/2016 20.00

Alley 57621 Alley, Lilly Private Class 35.00 0.00 12/19/2016

Alley 57621 Alley, Lilly Private Class 12/19/2016 35.00

Alley 57621 Alley, Lilly Registration 20.00 0.00 12/15/2016

Sum=197.50 Sum=3.68 Sum=85.50

Page 1 of 3 (11 items) 1 2 3
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Group by the type of statement you wish to send (If a student does not have a family-they can not receive a
family statement. Uncheck Students without families to hide them as you send family statements. You can
then only check this option to send the student statements.)

! Do not expand the groupings. If you do, each line shown will become a statement email and
your families will receive multiple copies.

Start Date 12/1/2016 ¥ EndDate 12/27/2016 ~| Find
+/ Student Without Family &/ Family

Export to PDF Export to XLS Export to XLSX Export to RTF Emalil Student Statement  Email Family Statement '

School Invoice Statment Report -

G > . Email
Family Name « L Group bg Family Z.ctma

Student Name  Invoice Category Invoice Amount Invoice Tax Invoice Due Date Paid Amount Paid Date

Clear ¥

Family Name: Alley 57621 (Sum InvoiceAmount: $197.50, Sum InvoiceTax: $3.68, Sum PaidAmount: $85.50, Balance: $115.68)

Sum=197.50 Sum=3.68 Sum=85.50

A popup box will appear telling you to group and not open the groups. Click OK.

The studio email address will get a copy of each statement sent. See Sample Below.

Note the Payment Notes are shown in the last column (Info) after the type of payment.
In the below example the 2nd line “paid in full” and last line “made partial payment” were written in the note
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fields when processed.

compudance
To Notes
Client  Alvin Alley
Address main street You can customize your statement!
New York, New York 111111
Account Activity between Dec 1 2016 and Dec 27 2016. Total Due: 115.68
Student Name Category Invoice Amount| Tax |Paid Amount Info
lAlley, Billy Due:Dec 15 2016 |Registration 20.00(0.00 December
IAlley, Billy Paid:Dec 19 2016 |Registration 20.00|Cash paid in full
Alley, Lilly Due:Dec 15 2016 |Registration 20.00(0.00 December
IAlley, Lilly Paid:Dec 20 2016 [Registration 20.00|Check 1234 55.00 making a payment
IAlley, Lilly Due:Dec 19 2016 [Private Class 35.00/0.00 December
Alley, Lilly Paid:Dec 20 2016 |Private Class 35.00|Check 1234 55.00 making a payment
IAlley, Lilly Due:Dec 20 2016 [Costume Deposit 50.0010.00 December
IAlley, Lilly Due:Dec 20 2016 [Jazz Boot 32.50/2.28 December
Alley, Lilly Due:Dec 20 2016 |[Leotard 20.00(1.40 December
lAlley, Tanya  |Due:Dec 15 2016 |Registration 20.0010.00 December
IAlley, Tanya  |Paid:Dec 19 2016 |Registration 10.50 [Cash made partial payment
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Create Statements of Open Invoice Balance
only

To create Statements Go to Billing-Family Ledger Report
You need to know the maximum Due Date you wish to show open invoices.

For example, if you want to show invoices with a balance that are due up to the end of the current year (A
future due date). Enter the Invoices Paid From date and the Invoices Due Until Date as the Same Date. The
last day of the current year: 12/31/2018

If you want to create statements that were due in the past and now late, (a past due date) Enter the Invoices
Paid From date as tomorrow’s date (because nothing has been paid as of tomorrow) and the Invoices Due
Until as the Date that has past. This will show any invoice that was due up until the due date entered that
still has a balance.
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Who Has NOT been Billed Report

The ‘Who has not been billed report’ helps studios determine if they inadvertently omitted a student from
being billed.

To run the report:
Enter Start and end dates — they define the timeframe you want to search.
Select the income category — this is the item expensed on the invoice

S ——— _—

Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV

Active Students who have not been billed Tuition between Aug 1 2016 and Dec 27 2016
#  First Name Last Name «  Email Phone Gender Class#

aaalstudent aaalstudent info@compuacademy.net 232341234 Female 4

aaa2student aaa2student lynnecapps@gmail.cm 5862868111 Female 4

aaa3student aaa3student aaa3@email.com 7247191127 Female 4

bbb aaa3student jruszkowski2l@gmail.com 7247191127 Unspecif 2

Lucy alley allvinalley@email.com 3334441234 Female 0

Billy Alley allvinalley@email.com 3334441234 Male 0

Lilly Alley lynnecapps@yahoo.com 3334441234 Female 3

Tanya Alley allvinalley@email.com 3334441234 Female 0

jackie Arnold mstrehl@optonline.net 5862868111 Female 5

New Sibling Ashraf tanveer1909@gmail.com 2018656015 Female 0

You will get the results sorted by student name. The report can be exported to excel for printing.

If you wish to send out statements for those who have not paid their past due invoices, see statements.

Page 208 of 307



compudance Compudance Online Helpdesk - 1

Reports
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Attendance Reports

These attendance reports will report the student attendance that has been taken in the system.

* If you are looking for a report to print to manually take attendance please use the Manual
Attendance Report.

To see how to enter in attendance please click here.

There are 3 Attendance Reports to monitor your classes.

Master Classes Attendance Report

» This report will allow you to search specific student classes in a date range and give full details on
any notes entered for the attendance records.

*You can filter for a specific, class, student, teacher, day of the week or venue and more!

Multiple Absence Report

» This report will allow you to see if there are students with a certain number of absences or more in a
given time period. You will chose the date range and number of absences for a student to have
missed for a specific class.You will be provided with student contact information so you can follow up
on why the absences are occuring.

Perfect Attendance Report

» This report will allow you to see all students in a class for a specific time frame who have not been
marked absent during that time. It will count the number of other attendance markings so you can
judge if they have Perfect attendance or not.



Master Classes Attendance Report

This report will allow you to search specific student classes in a date range and give full details on any
notes entered for the attendance records. You can filter for a specific, class, student, teacher, day of the
week or venue and more!

To see any attendance issues in your studio you can run this report. A video below shows how to use this
report.

Go to Report — Attendance Reports — Master Class Attendance Report
This report will bring back all attendance records for the Start and End Date time period you enter.

* If you only want to see specific date, enter in the filter boxes the search criteria you are
interested in prior to clicking Find.

You can filter, sort and group the data in any way you wish. Column order can also be changed. This report
is also exportable.

There is more data than what is initially visible, use the horizontal scroll bar on the bottom of the window or
tab accross the filter boxes to see them.

The data retrieved include:

» Day Order (This column can be used to sort the classes by Day of the week they are scheduled
Monday — Sunday. (Monday=1, Tuesday=2, ...Saturday=6, Sunday=7)

+ Day Name -The Days of the week the class is scheduled for.

+ Time Range — The Start and end time the class is scheduled for.

+ Class Name

» Teacher — Teacher the class is scheduled with.

+ Student First Name

+ Student Last Name

» Attendance — The Attendance Status marked for this class student

» Count — Number of times this status is marked for this class student

» Dates — The specific dates this attendance status was marked for this class student.

+ Comments — Any comments that were noted on these dates. It will list the date and the comment. If
the student has been marked as ending or ended enroliment a comment will be seen with the end
date noted as such.
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* Room — The room the class is scheduled to occur
+ Family Name — So you can search for a specific families attendance.
» Status — The student’s status in the school (Active or Inactive)

Video creating the Master Class Attendance Report
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Multiple Absence Report
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Perfect Attendance Report
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Missing Data Report

There are 4 Missing Data Reports

You can select the what fields you want to search for.
If data is missing for a specific student it will list that student in this report.

Missing Address
If the active student has no address entered, they will be listed with their phone number and email address.

The Student Address is located Student-> @ Address tab

Measurements

If the active student has no measurements entered, they will be listed with their phone number and email
address.

Student Measurements can be entered by the class or by the student.

Parent
If the active student has no guardian entered, they will be listed with their phone number and email address.

To add a guardian for the student, go to Student-> @ Guardian Information tab

Group

If you have school Groups set up, this report will show any active students not established in a group.
If you do not have Groups set up- this report will not work.

Go to Admin-> Address ->School Group tab to create.




Class Manual Attendance Report

The Class Manual Attendance Report is used to print out a roster for a class to mark attendance on.
This information can then be put into CompuDance at a later time if you chose.

Go to Report-Class Manual Attendance Report

1. Select the Season of the class you wish to retrieve.
Then enter the date range of the classes to be dated in the column headers.

2. You will have 10 dates allowed for each class.
If your range does not include 10 dates for a class, the remaining spots will be left blank or allow write
in dates.
If your date range allows more than 10 dates for a class, the printout will only include the first 10
dates.

3. Click Find — You can filter for a specific class, teacher, room or day of the week.

4. Select the classes you wish to create Rosters for. You can select them individually or use the select
all box on the top left corner of the column header.
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5. Click Print
= = ) ; Welcome :Compudance
Home Admin Classes Student Teacher Billing { Report ) Mail Recital Help Support Sample School-Flat Rate = Log Out
Student Information Report 5 ‘ Select Your Seasons: 2016 - 2017 HS:an Date| 122017 * End Date 2/28/2017 *|| Find )
Attendance Report > Manual Attendance Report
Teacher Performance Report
Missing Data Report
= ¢ ﬂ CasName  SwrtTme | EndTime  StatDate | EndDate Texcher  Room Day Names | Day Order
(Class Manual Attendance Report ) = =
Class Measurements Report Hippity Hop 5:008M 5:45PM 8/1/2016 6/1/2017 FeliclaEric  Room 2 Mon 1
5:00-5:45PM 45
Labels Report > bin
Student Notes Report Private-Jessica 12:00AM 12:00AM 8/31/2016 5/31/2017 Cara Murphy | Studio 1
Student Detail Report Drivate 8:00AM 6:00PM 8/31/2016 | 5/31/2017 | Cara Murphy  Main Gym
Student Roster Report » il 2:00AM 3:59AM 8/31/2016 | 5/31/2017 | Maureen Studio 1 Man 1
Streep
Sehootiventions fena U lynne-Ac03  G4SPM | 7:30PM §/31/2016 | 5/31/2017 | KieDavia Room2  Tues 2

Page 1 of 4 (18 items) 1 k@il >

) E—

You will be presented with a webpage of the classes selected.
Scroll down and make sure your information looks correct.
Scroll to the bottom of the Page and click the green Print Roster button
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Attendance Roster

Compudance Online Helpdesk - 1

Class: Hip Hop Days: Thu Time: 4:00PM - 5:00PM
Teacher: Cara Murphy Room: Studio 1
Student Age|Jan 52017 | Jan 12 2017 | Jan 19 2017 | Jan 26 2017 | Feb 2 2017 |Feb 9 2017 |Feb 16 2017 | Feb 23 2017
bbb aaadstudent|&
Bryanna Ameld |5
Dance Connor |18
Justin Happy 14
SArah Smith 2

You will then see the Google Chrome Print Preview window appear. It will page break per class.

You can use the preview options to change the page layout, Margins and other options. To see more
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options click More settings.

Print

Total: 2 sheets of paper

Print Cancel

Destination

| Changle... |
Pages (=) All
Copies 1 j -
Layout Portrait i
Color Color Fh
Paper size Letter 8.5x11in. bt
Margins Custem -
Quality 300 dpi o
Options | Headers and footers

[ Background graphics

= Fewer settings

Compudance Online Helpdesk - 1

HF Photosmart D110 se...

Class:  Hip Hop
Teacher: Cara Murphy

Attendance Roster

Days: Thu
Room: Studio 1

Time: 4:00PM — 5:00PM

Jan8 | JaniZ | Jan18 | Jan26 | Feb2 | Fehd | Febis | Febz3
Student  |Age| pyy | “anay 017 27 7 | a7 2017 2017

bbb ’

aaadatudent

Bryanna E

Arncid

Justin Happy (11

SAreh Smin |2
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Class Measurements Report

The Class Measurements Report will allow you to run a report to write in measurement or can be used after
the measurements have been entered in the system and print them for your records or ordering process.
This report prints with one class per page.

Go to Report-Class Measurements Report

Select the Season the class is in. The dates can be entered as today’s date for both. Click Find.
You can filter to find the specific classes.

Select the classes you want to create a report for.

Click Print
= Welcome :Compudance
Home Admin Classes Student Teacher Billing @ Mail Recital Help Support Sample School-Flat Rate = Log Out
Student Information Report 5 CSE'Iect Your Seasons:| 2016 - 2017 Bdistar 0eie 1/6/2017 ~ [End Dste 1/6/2017 = Fino)
Attendance Report > Class Measurements Report

Teacher Performance Report

Missing Datz Report >

Class Name Start Time End Time StartDate EndDate Teacher Room Day Names  Day Onder
Class Manual Attendance Report h
ip - b
@mm i ) Hippity Hop 5:00PM 5:45PM 8/1/2016 6/1/2017 FeliciaEric | Room 2 Man 1
Labels Report » PN
Student Notes Report Hip Hop 4:00PM 5:00PM 8/31/2016  5/31/2017  Cara Murphy Studio 1 Thu 4

Student Detail Report

Student Roster Report >

School Questions Report

Once you approve the data in the 2nd screen, click the green Print Roster button.
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Measurements Report
Class: Hip Hop Days: Thu Time: 4:00PM — 5:00PM
Teacher: Cara Murphy Room: Studio 1
Student Age Bust | Waist | Hips [Inseam |Outseam| Girth | Height | Size Misc
bbb aaalstudent 6 30 H 35 55
Bryanna Arnold 5 H 28 41 1 45 55 1
Dance Connor 18 32 265 38 2 60 ff
Justin Happy il 32 35 36.5 55.5
SArah Smith 2 35 295 ¥ 60

Google Chrome will then open in a print preview screen page breaking per class.

Print
Total: 1 sheet of paper

| Cancel |

L_E,_ HP Photosmart D11...

Destination

| Chang.e.‘. L
Pages O an

w (1
Copies 1 | il —
Layout Portrait =
Color Color =
Paper size Letter 8.5x11in. o
Margins Custom =
Quality 300 dpi >
Options ["] Headers and footers

|| Background graphics

= Fewer settings

Measurements Report

Class: Hip Hop Days: Thu Time: 4:00PM — 5:00PM
Teacher: Cara Murphy Room: Stwdio |
Student Age | Bust | waist | Hips [inseam Girn | Height | Size Misc
bbo [ 30 31 36 55
Eryanna Amald 3 3 28 36 a1 11 55 1
Dance Connor 18 | 2 |65 | 38 2 B0 [
[Justin Happy 1 32 35 | %5 555
SArah Smith 2 3 |25 | a7 60

You may change print settings including the margins when you click More settings.

Then click Print.
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Labels Report

The Labels Report has three options to create mailing labels.
All labels are formatted be print on the Avery 5160 1”7 x 2-5/8” Address labels that are 3 columns of 10 per

sheet.

Family Address Labels Student Address Labels Class Student Labels

Home Admin Classes Student Teacher Billing Mail Recital Help

Student Information Report > * s 9y | | Page = llaf 0
Attendance Report »
Teacher Performance Report

Missing Data Report -3
Class Manual Attendance Report

Class Measuraments Report

Labels Report » |  Family Address Labels
Student Notes Report Student Address Labels
Student Detail Report Class Student Labels

1
Student Roster Report | |

School Questions Report
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The Family Address Labels will create a label for each entry in the Family Link
page.

& b % K< Page |2 |lof| 4 B BB B Pdf -

Student Types
Active >
DAVID JOHN JR jones jess k
TORONTO AVE 105 W Shore 1wy Skl
TORONTO NY . 07000 Dumont NI . 07628 demar
nebraska kid Jemima Kirk Geory
1ala2 1035 W Shore 35 M:
dumont NE . 07624 Dumont Al | 07628 Westw
Dawn Macre Ann Margaret Betty
33 Main 3t 12 Main 5t 12 M
Westwood NH ., 07374 Westwood NI . 07645 Westw

The Student Address Labels allow the user to select the type of Student Status
you wish to create (Active, Prospect or Inactive)

These labels will be addressed to the student with the student address.

The Class Labels will select all active classes with enrollment for the default
season.
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yvane - Acro 3
G:45PM-T:45PM Tues
Leah Coocke

Lynne - Acro 3
6:43PM-T:30PM  Tues
Smile Happy

Lynne - Acto 3
G6:45PM-T:45PM Tues

marnie horvat

yune - Acro 3
G:45PM-T:30PM  Tues

apemell eprnell

Lynne - Acro 3
6:43PM-T:45PM  Tues
Smile Happy

Lynne - Acro 3
G:45PM-T:30PM Tues
AFNOLD JOHN

Compudance Online Helpdesk - 1

It will list the class name, start-end time and day of class, and student name.

yvane - Acro 3
G:45PM-T:45PM Tues

apemell eprnell

Lynne - Acro 3
G:45PM-T:30PM Tues

marnie horvat

Lynne - Acro 3
G:45PM-T:30PM Tues
LEE JOHN
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Student Notes Report

Compudance Online Helpdesk - 1

The Student Notes Report will allow staff and admin users to retrieve Student Notes entered in a specified

date range.

This allows the studio to leave notes on a student and act on the note at a later date.

Some studios will keep notes on auditions, financial reasons, or tract specific information for each student

that the system does not have a designated field for.

This report can be exported, filtered, sorted and grouped by the admin or staff user.

The Notes are entered in the Student detail Tab-Note.

To run the report go to Report-Student Notes Report

Enter the date range of Notes you wish to see. Then you can filter for a specific Subject if you wish.

Rt 1 [ e —— ————

Welcome :Compudance
Home Admin Classes Student Teacher Billing Mail Recital Help  Sypport Sample School-Flat Rate - Log Out

Student Information Report
Attendance Report

Teacher Performance Report
Missing Data Report

Class Manual Attendance Report
Class Measurements Report
Labels Report

Student Detail Report

Student Roster Report

School Questions Report

H

H

School Notes

Gt:-ut Date 1/1/2016 | =|End Date 1/6/2017  |= Fnc)

First Name

Bryanna

Kierra

Export to XLS Export to XLSX Expart to RTF Export to CSV

Student Notes Detail

Subject Notes Send Date
Reqgistration Date Registration Date 09/01/2010
Attendance Student will be absent May 04/26/2016

B Compudance. All Rights Reserved. ® Compudance. All Rig

Home | Contact | Careers | Terms of Use | Privacy Statement
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Student Detail Report

The student Detail Report will give you all contact information for your active students, their parents and the
classes they are currently enrolled.

This is a large report that you can scroll or tab across the filter boxes to see the rest of the columns.

This report can be exported, filtered and sorted to find exactly what you are looking for.

This report also has a special search bar that will find all records across all of the fields. You can enter a
phrase, class, phone number and you would be able to find it in any field.

Student Detail Information

Search Cear
*The following are the fields represented
On Main Student Record: Student Address Student Guardian Information Class Enroliment
« Student First Name + Student — Type Mother Information
+ Student Last Name Address Line * Mother Name * Registration
e Student Email 1 * Mother Email Date
« Student Main Phone « Student * Mother Phone + Classes
Number (cell) Address Line Enrolled
* Student Date of Birth 2 Student Guardian Information
* Tuition + Student City — Type Father
« Student State - Father Name
Name « Father Email
« Student Zip * Father Phone

Postal Code



Student Roster Reports

The Student Roster Report will list each student actively enrolled in a class/season. You will find the reports

under Report Menu.

There are three options to the Student Roster Report

» Student Roster by Student — Data is grouped by Student. This means, you will see each student’s
classes. If you have an email Student Schedule Customization, it is found here.

+ Student Roster by Class — The data is sorted by class name.
» Student Roster by Group — This will list all active students by the group they are in.

Printing and Organizing the data to your needs:
All three of these reports can be exported, filtered, sorted and grouped by the admin or staff user.

The information included on each report is:
* Name of Class or Group
» Class information (if by Student or Class): Code, Start and End Time, Teacher scheduled, Venue
scheduled, Day
+ Student Information: First Name, Last Name, Date of Birth, Age, Student main Email, Student main

phone, Full Student Name
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Home Admin Classes Student Teacher Billing Mail

Welcome :Compudance

Compudance Online Helpdesk - 1

Recital Help  Support sample School-Flat Rate = Log Out
Student Information Report > Exportto PDF || Exportto XLS | Exportto XLSX || Exportto RTF | Export to CSV
Attendance Report » Student By Season
e
P Sezson] 2016 - 2017 [-]
Missing Datza Report »
il A on st Student Roster by Class
Class Measurements Report Drag a column header here to group by that column
Labels Report > | | Student Name | Class Code | start End | Teacher Venue Day
S s et e
Student Detall Report Bryanna Amold | Hippity Hop Man Ages 3-5 5:00PM 5:45PM Felicia Eric Room 2 Maon
5:00-5:45PM 45
@ Roster Report » Min
School Questions Report Donna Weber | Hippity Hop Man Ages 3-5 | 5:00PM 5:45PM Felicia Eric Room 2 Mon
5:00-5:45PM 45
Min
jackie Armold Hippity Hop Mon Ages 3-5 5:00PM 5:45PM Felicia Eric Room 2 Mon
5:00-5:45PM 45
Min
Lilly Alley Hippity Hop Mon Ages 3-5 5:00PM 5:45PM Felicia Eric Room 2 Mon
5:00-5:45PM 45
Min
Sallu Smith Hippity Hop Man Ages 3-5 5:00PM 5:45PM Felicia Eric Room 2 Maon
5:00-5:45PM 45
Min
Test Student Hippity Hop Mon Ages 3-5 5:00PM 5:45PM Felicia Eric Room 2 Mon
5:00-5:45PM 45
Min
bbb Hip Hop Beginner 4:00PM 5:00PM Cara Murphy Studio 1 Thu
aaadstudent
Bryanna Amold | Hip Hop Baginner 4:00PM 5:00PM Carz Murphy Studio 1 Thu
Dance Connor Hip Hop Beginner 4:00PM 5:00PM Cara Murphy Studio 1 Thu
Justin Happy Hip Hop Beginner 4:00PM 5:00PM Cara Murphy Studio 1 Thu
SArah Smith Hip Hop Beginner 4:00PM 5:00PM Cara Murphy Studio 1 Thu
N LRI BN Aomn & N AEOPRE [ Tl 1V Wirm P e Chadin 1 That

If you use the bottom horizontal scroll bar or click Tab across the filter boxes, you will see more data rows
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compudance

Day First Last DoB Age Email Phone

Man Bryanna Amold 2/8/201 5 mstrehl@optonlin 5512656451
Maon Donna Webear 2/2/201 6 lynnecapps@gma 2018512184
Man iackie Armold 1/1/201 7 mstrehl@optonlin 5862868111
Man Lilly Alley 2/1/201 6 lynnecapps@yaho 3334441234
Man Sallu Smith 1/23/19 56 flipsidedance23@ 5088815109
Man Test Student 1/1/200 17 Parent@sample.cc 000

Thu bbb aaalstudent 2/2/201 6 jruszkowski2 1@agi 7247191127
Thu Bryanna Armold 2/8/201 5 mstrehl@optonlin 5512656451
Thu Dance Connor 6/21/19 18 renebranstetter@y 775-230-3352
Thu Justin Happy 2/1/200 11 smile@hotmail.co 551201346768
Thu Sarah Smith 2/1/201 2 jr@compudance. 2120002121
Thu Peyton Camper 7/9/200 10 camperk@gmail.c 609-555-9444
Thu Alexandria Dianiel 2/21/20 10 ddaniel@gmail.cc 856-555-8252
Thu Jackie Armold 1/1/201 7 mstrehl@optonlin 5862868111
Thu Kierra Camper 12/17/2 B camperk@gmail.c 609-555-9444
Thu ronald connar 2/2/201 6 renebranstetter@e 2012221234
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School Question Report

This Report will show all answers for Active Students to any School Questions including the How Did You
Hear About Us?

Go to Report — > School Questions Report

You can filter, edit, sort and group this report.

) ) Vweicome :Uompudance
Home Admin Classes Student Teacher Billing Mail  Recital Help  Support Sample School-Flat Rate = Log Out
Stugent Information Report > Export to PDF Export to XL5 Export to XLSX Export to RTF Export to CSV
Attendance Regort > School Question Report
Teacher Performance Report Bran 3 coknte fetald N
Mg iin fepor > # Famly  FrstName LastName  QuestionDetail Answer | Update date | Date Entered | User Type | Entered By
Class Manual Attendance Report T i =5 i i i
Class Measurements Report No Family | Test Student any allergies? hee Oct 20, Nov 22, Parent | Sample
2016 2016 Parent
Labels Report H
Maista- Julianna Mayor any medical conditions? yes Jun 29, 2016 | Parent Sample
Student Notes Report 4010 Parent
Student Detail Report Mo Family | Test Student How Did you Hear About Us? | Direct Mail Nov 22, Parent Sample
2016 Parent
Student Roster Report > No Eamily | Test Student any medical conditions? heart Nov 22, Parent Sample
2016 Parent
‘School Questions Report
Sample Second sacond any allergies? flour Oct 20, Nov 22, Parent Sample
Familly- student student 2016 2016 Parent
45199
Sample Second second How Did you Hear About Us? | Drive By Nov 22, Parent Sample
Family- student student 2016 Parent
45199
Sampla Second sacond any medical conditions? none Nov 22, Parent Sample
Family- student student 2016 Parent
45199
No Family | mystudent  mystudentlast  any medical conditions? no Jun 28, 2016 | Parent parent login
Mo Family | mystudent  mysiudentlast any allergies? ves Oct 20, Jun 28, 2016 | Parent parent login
2016
weber- Donna Weber any allergles? peanuts, Oct 20, Jul 12, 2016 | Parent Lynne
37215 bes 2016 testinguser
weber- Donna Weber any medical conditions? heart Jul 12, 2016 | Parent Lynine
37215 munmur testinguser
3aaZparent- | aaa2student aaaZstudent | any allergies? dsfjsd Oct 20, Oct 20, 2016 | Customer | Compudance
53029 2016 Support
Sample aaalstudent aaalstudent  any allergies? peanuts, Oct 20, Nov 22, Customer | Compudance
Family- hay 2016 2016 Support

arann
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Mail — Email & Texting

The mail section of the database is for all communications.

The * Inbox and Send * sections on the left side submenu are for the internal messaging system. These
areas allow other users to send the admin user messages which can be replied to. In order for the users to
access these messages, they must login to CompuDance. They are not sent to their personal email

addresses outside of the system.

+ Express Message allows the school admin and staff users to send email messages to all other parties

with a proper email address in the system.

+ Express Send Mailbox allows the user to see all messages sent by that school that were transmitted

successfully.

+ SMS Text Messaging — Allow the Admin and Staff users to send text messages to all parent and
teacher login users who have provided their cell phone number and mobile provider. This feature is

only for studios that offer parent portal membership.



Express Message

Mail->Express Message is used to Email a single person or group of people an email to their specific email
addresses stored in our system.

These messages are sent using the studio email address provided to CompuDance. If you want to change
this email address, you must send us a written request to do so.

A copy of the message will also be sent to the User email address who created the message. This will allow
the actual sender from seeing the message sent and let the studio know which user sent which message.
The studio email address will get all replies and delivery notification failures so you can correct email
addresses as needed.

* When a student is marked as inactive, you still have the ability to contact them in emails or
text messages. You can turn email and text communications. See Unsubscribe Email/Text

Jump to: Creating the Email Message

Selecting Who is to receive the Email

When you go to Express Message you will see the top half of the window like this. You have the ability to

filter for a specific recipient or group.
In the picture, you will see a drop down option from the User filter. This allows you to select the type of

people to receive the emails.



Welcome :Compudance
Home Admin Classes Student Teacher Biling Report Recital Help Support Sample School-Flat Rate = Log Out

Inbox Express Email

Send

Season:| 2016 - 2017  [®EES T Group > |Usersy| -]
Express Message —
urae

Express Send MailBox : § 8
# | First Name Last Name Email Enmolin A Active All P

SMs s ingle P

Backy Tean tean @compudance.com

Julianna Mayor mstrehl@optonline.net

apermel eprmel apemell@ymail.com

Jane Zyts mme@mail.oh

aaalstudent aaalstudent info@compuacademy.net Active it

Bryanna Armold Frusrkowski@yahoo.com ACHVEY 1 posoact

Lesh Cooke cookieszndcream@mysmail. s Active] Student

I i aitzaz_ashraf2005@yahoo.com Active f: e

Gina Moore 123@compudance.com Active] "™

bbb aaaldstudent Juszkowski2 1 @gmail.com Active .._,.I,,.,, :
12 3+4 3 & 2 8- 10 |>

You may also filter by the other options. The default season is selected. You may change it to another
season if you wish.

You can select an individual class. If you only want students Active in that particular class, you may use the
Enroliment Status filter for it.

If you want to email only those who have ended enroliment, you may filter Enroliment Status for InActive in
Class.

You may filter for a specific person.

Of the User Filter Types, you may select:

None (leave the box blank)- This is the list of All Students that have been enrolled in the season selected.
They can include Active and Inactive Students. It will list the Student main email address and any email
addresses in the Student Email tab.

All Active Student — This is only students with a status of Active that have been enrolled in the season
selected. This email list does not include the guardian email addresses unless they are listed in the
student’s email tab. They do not have to be currently active in a class. In order to get only the actively
participating in a class include the subfilter of Active in Enroliment Status.

All Active Student Parent — This will list all guardian emails and guardian email tabs for students with an
Active status. It does not include the Student Emails unless they are the same as the guardian’s.

All Inactive Student — This will allow you to email students that are currently marked as “Inactive”. You can
use this to email students enrolled in a previous season who have not enrolled in the current season yet.



Make sure you change the season to the previous season. This email list does not include the guardian
email addresses unless they are listed in the student’s email tab.

All Inactive Student Parent — This will list all guardian emails and guardian email tabs for students with an
Inactive status. It does not include the Student Emails unless they are the same as the guardian’s. You can
use this to email guardians of students enrolled in a previous season who have not enrolled in the current
season yet. Make sure you change the season to the previous season.

All Parent Login — This will allow you to email all parents who have a login with Active status created in the
Admin-User tab. It is typically created when the family is created using the Add New Student form.

All Prospect Student — This will allow you to email students that are currently marked as “Prospect”. This
email list does not include the guardian email addresses unless they are listed in the student’s email tab.

All Prospect Student Parent — This will list all guardian emails and guardian email tabs for students with a
Prospect status. It does not include the Student Emails unless they are the same as the guardian’s.

All Teacher — This will list all Teacher from the Teacher section with a status of Active.

Students DOB today — This will allow you to see all students with a birthday today.

Creating the Email Message

The Subject line is required. Since the email is sent from the Studio email address, you can use the
subject to connect with the recipient about the email contents.

When you are composing your email message, you may want to write it in a word processor program or
other content creator. You can copy and paste it into the email Design box in either regular format or as

HTML in the HTML tab on the bottom left side. You can then switch the view to Preview.

If an email is sent successfully, you will see it in the Express Send Mailbox
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Email Creation
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RCDC NEWSLETTER

Date Night
Dance
Party

Let RCDC
help you
with an
evening out
without the kids.

November 11th 5-8 pm. $25/
child. Reserve your child's spot
today!

Off to a
late start?

RCDC 4TH SEASON There are a

few open

FALL NEWSLETTER classes still

available.

Here is a brief newsletter to keep everyone
updated! We are off to a great fourth season
thus far and cannot thank you all enough for Costume Paymen
your love and support. Please direct all
guestions to i

call us at 561-531-0600!

or Due 11/15

875/class

BLACK
FRIDAY DAY
CAMP
sAM-1PM

$50.00
Resevation
Required

Compudance Online Helpdesk - 1
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The top part of the Express Message will be where you select your email recipients. The second
half of the Express Message page will be where you create your message.

Su bjE'Ct: This is where you type the Subject of the Email

Attachment 1 | Choose File | Mo file chosen
SEnietete—|

You may add up to 3 attachments

Attachment 2 | Choose File | Mo file chosen ) .
e for a maximum size of 3 MB

Attachment 3 | Choose File | Mo file chosen

==y X X, £ &=

& &) | o~ B2

Normal - ||| Arial - |4 (14pt) ~- B I U s

il
<
4
=
£

This is where you type/paste the body of the email

Design tab-Just create and format the email directly
HTML tab- Copy in the HTML code to format email,
you can then edit in design it make some corrections.
P‘lrreview tab- Will show you how the email will look to the recipient.

Design HTML Preview

When everything is entered and looks good —»  Send

The Subject Field is required and located directly below the recipient selection box.

In the large box at the bottom of the screen you have 3 tabs (select the one you wish to use on the bottom
left.).
Design is the tab you will use to write or paste in your email directly.
HTML is the tab to use when pasting in HTML code to format your email. If you have a flyer creator
program, | recommend copying in the HTML code to get the same look.

Tip!

You may copy in the html and then go to design tab to make changes.

Preview is the tab to see how the email will look.

In the Design tab you have several formatting tools to use.
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Format Option

Normal

Arial

4 (14pt)

=

(7.}

i

]

]

What it does

Sets or changes (highlight 1st) the
text type

(Most will use Heading 2 — 4 and
Normal)

Select the type of font prior to
entering or highlight to change.

Select the size of font prior to
entering or highlight to change.
Maybe changed if Format type
option is used.

Select prior to entering for a Bold
effect or highlight text to change.
Can be also used to remove the

Bold effect.

Select prior to entering for an italic
effect or highlight text to change.
Can be also used to remove the
italic effect.

Select prior to entering for an
underline effect or highlight text to
change.

Can be also used to remove the
underline.

Select prior to entering for a
strikethrough effect or highlight text
to change.

Can be also used to remove the
strikethrough line.

This option can be selected prior to
typing or highlight to change. It will
left align the text on the page orin a
table cell.

This option can be selected prior to
typing or highlight to change. It will
center align the text on the page or
in a table cell.

This option can be selected prior to
typing or highlight to change. It will
right side align the text on the page
orin a table cell.

Options

Normal, Heading sizes 1 — 6, Address,
Normal (DIV)

Times New Roman, Tahoma, Verdana,
Arial, MS Sans Serif, Courier, Segoe Ul
(Other fonts can be pasted from Word or
used with HMTL paste.)

Size 1 (8 pt), 2 (10 pt), 3 (12 pt), 4 (14 pt),
5 (18 pt), 6 (24 pt), 7 (36 pt)

(Other sizes can be pasted from Word or
used with HMTL paste.)

Bold or Unbold

Italic or no ltalic

Underline or no underline

Strikethrough or no strikethrough

Left align of text

Center alignment of text

Right side alignment of text
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Tool

Name

Cut

Copy

Paste

Paste from
Word

Undo

Redo

Remove
Format

Superscript

Subscript

Sets the background color to the
text
(can be used as a highlighter)

Set the color of the Text

How to use

Highlight the text you want to cut out of the message. Removes the

current text.

Highlight the text you want to copy from the message. Leaves the current

text.

click your pointer where you want the cut or copied text the go. Then click

this button.

CNNEERE [(NEEn
OONENE OONEN
OO0SENE COJO0NEN
[(ANEN [(([FEEN
OONNEN [((OEEN
EEER [((FEEN
CNNER [(EEEN
LENEE [[OEEN

Compudance Online Helpdesk - 1

Shortcut
Keys

Ctrl x, cmd x

Ctrlc,cmd ¢

Ctrlv, cmd v

Click in the design box, then click this button. A pop-up will appear. Use

paste shortcut key to paste information cut or copied from a word
document. Then click OK (you may chose to remove the font style word

used)

To reverse the last edit made

To reverse the undo

Highlight the text you want then click the button. The format will go to

plain text

Ctrlv,cmd v

Ctrlz,cmd z

Ctrly,cmd y

No shortcut

Highlight the text you want then click this button to make the text half size

and align to the top of other text on that line. To reverse use remove

format

No shortcut

Highlight the text you want then click this button to make the text half size
and align to the bottom of other text on that line. To reverse use remove  No shortcut

format
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Order List

Bullet List

Indent

Outdent

Insert Link

Remove
Link

Insert
Picture

Insert
Table and
Options

Full Screen
Toggle

You can click the button and then type the text. Each line return will be a

new line in 1-2-3 order. If the text is already there, you can highlight it and

then click the button. Each return will become a numbered line.

You can click the button and then type the text. Each line return will be a
new bullet item. If the text is already there, you can highlight it and then
click the button. Each return will become a bullet point.

You can click the button and the cursor will indent and stay indented until

you turn it off. If the text already exists, you can highlight it and then click
the button to move that text inward.

You can click the button and the cursor will move the indent outward. If
the text already exists, you can highlight it and then click the button to
move that text outward.

Click button. You will be prompted for the URL (web address with http) or

you can have the link create a message to an email address. Keep in

mind if the user has an internet email and not an email application, the
email will not work for them. Enter the text you want the link anchored

with or you could have highlighted it first.

Highlight the text that has a link already. Click the button to remove the
link but keep the text.

Place your cursor where the image should display. Select From the Web
tab. copy in the image url from a website. To get the image url, go to the
webpage the image is displayed. Right click on it and select copy image

address or copy image url. Then you can paste it in the top line. hit enter.

the image should display below. Click OK. (You can not upload images
from your computer at this time.)

We have some images you can use online. See Some images you can
use for communications

Click where you want a table to go. You will get a popup box. Select how
you want the table displayed. You can edit afterwards. To use the table
options, click in the table or distinct part of the table and click the down
arrow. You can then change the properties for a part or the whole table.

Click this button to make the email body window full screen or back to
normal

No shortcut

No shortcut

No shortcut

No shortcut

No shortcut

No shortcut

No shortcut

No shortcut

F11,
cmd+fn+F11
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Email Active Participating Students

In Express Message, the initial student list will show All Students that have been
enrolled in the default season.

To send to only students currently enrolled in a class, you must filter the list using Student Enrollment
column for Active in Class.

This list will include all of the email addresses for the Student. The main student email plus anything in the
Student Email tab. If you have a parent email you wish to include in this list, add it to the Student Email tab

too.

After you find the addresses you wish to email to, you must select them by checkbox.
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Express Send Mailbox

To see a list of all emails sent by the studio using the express message feature for the last two months..
Go to Mail — Express Send Mailbox.

You can filter for a specific message using Subject or Date sent.
It now shows each recipient email address individually.

Home Admin Classes Student Teacher Billing F:'eportFtec tal Help Sti'pbart' I —

Sample School = Interval - Log Out
Inbox Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV
Send =
School Send MailBox
Express Message
Express Send MailBox Drag a column header here to group by that column
SHS = EmailTo Subject Status Dates
m
/ & Message email@email.com Test email suCcess 2/16/2017
Karen@compudance.com Test email SuUCCess 2/16/2017
Click to see text message display.
™ =E =@ & (v
Normal - Times Mew Roman * |3 (12pt) ~B I U & | = = = |~ A~
Thig is the email message that was sent
Design HTML Preview
Close

If you see the message in the list it is being sent or already has been sent from our server successfully.

You are able to Search using the filter boxes for a specific email address recipient, subject line and date
sent.

You may sort, group or export the report list.

If there is a delivery issue, your studio email address should receive a Delivery Notification Failure email
in the studio email address inbox.
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The failures could be for many reasons that are out of CompuDance’s control.

The recipient’s email address is wrong or does not exist.
The recipient’s email box may be full or not accepting messages.
The recipient may block emails from third party servers.



SMS Text Messaging

If the studio would like to send Text messages to Parent or Teacher User accounts that accept text
messaging, you would go to Mail-SMS

' ) Welcome :Compudance
Home Admin Classes Student Teacher Billing Report @ Recital Help  Support Sample School -Class Number | = Log Out
Inbox First Name Last Name Phone SMS Group All Pages
Sand Single Page

Express Message

Express Send MailBox

us Junior 2011234567 T-Mabile Parent

Maura Maines 2220009999 Vernzon Parent

T f sam 100] 7834561209 Not Applicab Teac
Jane Kim 2013698745 Vierizon Parent
Subject(Max size 100 characters): REQUIRED

SMS{Ma}K size 200 characta‘rs}: Enter body of message here.

You will see a list of all Admin-User:Parent and Teacher accounts if they allow text messaging.
It will only display User accounts with the status of Active.
You can see their cell phone number and mobile provider.

Select the recipients to get your text message. You must populate the subject line and message box.
There are limitations to the number of characters for each section. You can not format the text, only plain
text can be sent.

Once you hit Send, the subject line will change to “Email Send” to say the message was sent.

These text messages will be sent from the studio email address.
Any replies or message failures will be sent to the studio email address.

Text message failures may result because:

The provider is Not Applicable
If the wrong provider is noted, most of the time the message will not be delivered. (Some services share
texting so there is a possibility it will still work.)



The recipient is blocking the message
REcipient phone number is marked as Unsubscribe in CompuDance



Email addresses in the system

Every person entered in the system has their own email address and maybe even tabs to add more than 1

email.

Here is a list of the email address locations and how they are used.

Type

Parent
Login

Teacher
Login

Student
Email

Student
Email tabs

Guardian
Email

Guardian
Email tabs

Guardian
Default Bill
to Email

Family
Email

Teacher
Email

Teacher
Email tab

Location

Admin-User tab

Admin-User tab

Student:Edit

Student- & -Email
tab

Student- & _
Guardian Information
tab:Edit

Student- & —
Guardian Information

tab — ' Email tab
Student- @ -

Guardian Information
tab:Edit

Student-Family
Link:Edit

Teacher:Edit

Teacher ' Email tab

How used

Parent uses the email as a login to the system-Must be distinct from
other user emails, Studio can email this group in Express Mail
User:Parent Login

Teachers use this email to login to the system-Must be distinct from other
user emails

Express Mail-Default email list, Depending on Student Status ( All Active
Student, All Inactive Student, All Prospect Student), If no Default Bill to
Guardian-Student Statement

Express Mail-Default email list, Depending on Student Status ( All Active
Student, All Inactive Student, All Prospect Student)

Express Mail: Depending on Student Status (All Active Student Parent,
All Inactive Student Parent, All Prospect Student Parent)

Express Mail: Depending on Student Status (All Active Student Parent,
All Inactive Student Parent, All Prospect Student Parent)

Email Invoice, Student Statement

Family Statement

Express Message User:All Teacher (Only Active Teachers)

Express Message User:All Teacher (Only Active Teachers)
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Unsubscribe specific Email or Text

If you have a specific person who does not want to receive text messages or emails to a specific address

The studio can Unsubscribe the email or cell phone from receiving these messages.

Go to Student -> Click Here to Unsubscribe Email/SMS

Home Admin Classes 1

Class Attendance

Motification

InActive Student

Student Online Register

Family Link

S\ & g e

Click here to UnscribeEmail/SMS )

- 2

Clear

Edit

Edit
Edit

Edit

Edit

Click Edit in front of the account you wish to no longer receive messages.

Make Student Inactive by Season

Add A New Student

You will see a list of all people in your database. You can filter by name, email address or phone number.

First Name

[4

aaalstudent

aaazstudent
aaa3student

Ava

Alexa

aaalstudent

aaazstudent
aaalstudent

Abbate

Abbott

School Alert Tn__ UnSubscribe

Last Name = | Email Cell Phone uUnsubscribeEmail | UnSubscribeSMS | Comments

Info@compuacademy.net

lynnecappsayYgmail.cm
aaad@emall.com

ladybug419@gmail .com

leighanne_abbott@yahoo.com

232341234

5862868111
7247191127

B56-630-
9338

B5E-495-
ig18

L

O

a

7]

Select which type of message they should not receive. Click Update.

o Request
byparent

=2

o
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Email Schedules

Your studio can have the add on option of emailing out your
school schedules.

This option needs to be customized for each school and will have a one time only added expense for set up.
If your school is set to email schedules, here are the easy steps.

* Go to Report->Student Roster Report by Student
» Click Email Schedule

Please Note:

» The system will automatically group by student for you.

+ It will automatically select the default season. If you wish to send a schedule for a different season,
select it at the top .

+ If you want to send only 1 student’s schedule, filter for the student’s first and/or last name. (The first
name is the 8th column filter. Last name is the 9th, typically off of the page. You can Tab (keyboard
key) accross the filter boxes to get to it, or use horizontal scroll bar on the bottom.)



* You can also filter for a specific class and email the schedule if there is a class change.

' Keep in mind, you must keep the rows grouped by student. Each row displayed will be come
1 email.

Here is an example of a generic Student Schedule email:

Your Studio Logo
can go here

Studio Website: www My Studio_here
Studio Phone: 555-222-1212
Studio Email: Dance@MyStudio.here

Hello Lily Sexton,

The following classes have been approved at Studio Name.
Your Monthly Tuition will be $100.00. (Only shows if Flat rate Tuition)

Beginner Ballet ages 3-4 11:00AM 12:00PM Cara Murphy Studic 1 Mon

Irish Step
Beginner

all 2:00AM  3:59AM  Maureen Streep Studio 1 Mon

If you have any questions or concerns please contact us.

Thank you.




Customizing your Schedule message

You can customize the Schedule alert that is used to email the Student Schedules.
Go to Admin->School Setting Types-Alert Types
Edit StudentSchedule

* If you do not see this alert in your list, you are currently not able to send schedules.
Please contact CompuDance if you would like this capability.

You can change the default alert to include your logo, other contact information and edit the text around the
schedule.

Please note that if you write in a personal message for a one time use. You must come back to the alert and
edit it out before you send the next schedule.

If you need assistance, please call or email us what you would like to do.
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Bulletin Board posting

You have the ability to post bulletin board style in parent portal to all your parent users.
You may write comments, upload images, link to videos/music or websites.

Go to Mail on the top menu.
Select Post to Bulletin Board on the left side.

Add a Post (demo video below)

Click Add New Post

# Post Text

Post Text

Design HTML Preview

Update Cance

You will see the post editor open. You can upload any of the following items by clicking on the desired
button.

(7]

— To activate flash code in the post
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— To upload video or link to an online video that is not youtube (mp4 or mov)
— to upload music or link to an online music file (mp3 or wav)

— to link to a you tube video

Ly ]
L&}

— —To view the screen full size

- To upload or link to an online picture (jpg or png)

=

— To link to a website page

You can always call us if you need assistance creating a post.
Click Update to Save to the Bulletin Board.

Existing posts
Posts will be ordered with the most recent posts added at the top of the list.
If you wish to remove a post from the Bulletin Board. Click Delete.

You may edit your posts, by clicking Edit in front of that post.

Video Demonstration

This is a beta function. We will be working on it further to give you more functionality.



Some Images you can use for
communications

We will be adding a list of images that you can utilize in your emails.

Image image_url

We wish.you a very

‘ https://manula.r.sizr.io/large/user/8944/img/
J happybirthdayst.png
1” i 2 n T

{ https://manula.r.sizr.io/large/user/8944/img/happy-holidays-
lighting.gif

KN

. % S https://manula.r.sizr.io/large/user/8944/img/happynewyear.gif
~ % . = <]
4y @




N E https://manula.r.sizr.io/large/user/8944/img/happy-new-year-
; 4 sparkling-glitter-gold-animated-gif.gif

https://manula.r.sizr.io/large/user/8944/img/happy-
valelentines-day-red-heart-sprakling-animated-gif-card-2.gif

How to add an image from Express Message

Go to the Mail-Express Message section.

On the top select your recipients

Enter a subject line

In the body of the message you can enter text.
Click where you want the image to be placed.

Click the "~ button.

Go to the From the web (URL) tab.

Copy the link of the image (image_url) and paste it in the top line.

The image will appear below.

You may click the more options button if you wish to adjust the layout or size of the image.
Click OK.

You may change the layout options after you enter the image.

Just highlight the image and click the - button to adjust them in the From the web (url) tab.



Recital

The recital section can help you organize your shows.

Recital Admin — Set up your Recital Information- Recital Name, Individual Dances and Costume Details

Manage Recital — Put your dances in a recital, position the dance order, link the class performing each
dance, add/remove students to the dance, assign costumes to be worn on the class or student level.

Reports
School Costume Report — Will show each Dance, class, student with their measurements and the specific

costume details. Can be grouped/filtered/sorted/exported.

Dance List Report — You select the recital and it will display each dance, dance notes, number of dancers,

class names and the teacher of the class assigned.

Student Conflict Report — Select the Recital and the number of dances that you want to see if there are

conflicts for a specific student.

Recital Dance Participation Report — Chose the date range of your recital performances, this report will

show with family the students and which performances they are performing in and for the dances in the
current order. Helps to check for family conflicts or gives a final list of each student’s dances across
performances.

Dance Cast Report — Select your recital and this report will return the beginnings of your program. It

includes the students actively linked to each dance in the order it is to be performed. We even include the
class names and teachers if you want to give them recognition.

The Dance Book is an optional feature we can get you that will be your backstage/lighting handbook for
each performance. It will show one page per dance in order. The Dance Name, photo of the costume (if

applicable), Number of students, Names of students and Recital Dance notes. Sample below.
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Your Dance Studio Name

Show 4-06/19/2016

4 - Boy From NYC

Classes: Dark Pink Jazz Co

#
Students: 1

Jessica Alba. Milev Cirus, Farrah Faucett. Janet Jackson, Kim Kardashian, Heather Locklaire,

Students: Jennifer Lopez. Brook Shields. Tiffany Spacev, Oprah Winfrey., Moonbeam Zappa

Teachers: Julianne Moore

Notes: Any props. Lighting requests. Entrance directions.
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Recital Admin

Recital Admin helps you organize your information. It contains 3 tabs of master lists so that you can edit the
data and it will change throughout the module. Once the Recitals and Dances are entered, they can be
linked together in the manage section with classes to help you organize the dances in the proper order for
the least amount of conflicts.

This video will walk you through utilizing the Recital admin section.

See Table below for details of each tab.

Tab Name Function
Recital Create your recital
Dance Create your Dance. It can be added to multiple recitals with different classes performing them.

Costume  Optional: Enter your Costume details. Link it to classes/students to get specific ordering info.
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Recital Tab

To add your recital, click Add New Recital button on the top right.

Home Admin Classes Student Teacher Biling Report MauIHeIu

Welcome -Staff Compudance sample School-Flat Rate . Log Out

1 Recital ~Dance  Costume
ital _
{9 Manage Recital Dance

= school Costume Report , E
= Recitals Information
Dance List Report

z Recital Name Color Status Day Notes
B+ student Conflict Report
Clear i i

E Recital Dance Particitation Report
lspl Dance Cast Report

Recital Name: Color: -

Status: - Notes:

Day: =

Update Cances

® Compudance. All Rights Reserved. ® Compudance. All Rights Reserved.. Home | Contact | Careers | Terms of Use | Privacy Statement

Enter the Recital Name

You must chose a color to represent this recital.
Chose the date the recital will take place on.
Set your Status to Active.

Notes are optional.

Click Update.

You can always change this information by clicking Edit.
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Dance Tab

Each Dance can be entered, linked and then edited.

To add a Dance, Click Add New Dance button on the top right.

Recital €Dance) Costume

(_Add New Dano_e)'

Dance Information

z Dance Mame Color Notes Lenath

Dance Name: Color: -

MNotes: Length: | 0:00:00

Dance Name is required. p(banner tip). You do not have to know the final dance name when creating a
dance. You can substitute in a Class name or other text until you know the name. Then come back to Edit it.

Color is required. Use the drop down arrow to select from our color grid.
Notes are optional.

The length of the dance defaults to 0:00, you may edit it to the length of the song. Keep in mind the format is
Hour:minutes:seconds (H:MM:SS)

If you enter your dance lengths we are able to calculate your recital length for you. Just contact us and let
us know if you want to input estimated time between performances.

Click Update to Save

* If you do not want to see previous recital information, you can ask us to remove the recitals,
dances and costumes that were previously created.



Costume Tab

This tab is Optional.

You can add the costume details to the recital section.

This will allow you to use the Costume Report which will autosize based on the specific costume assigned.
You can also request a Dance Book to be made which will display the photo of the costume per dance with
other information.

To add a costume, Click Add Costume in the top right corner.

Recital  Dance

@ Mew Costlr@

Recital Dance Costume

z Description Style Number Color Cost Sell Price Vendor Company Name
-
Company Name: - Description:
Style Number: | Will be displayed when selecting costume. Will be displayed when selecting costume.
Color: -
Cost:
Sell Price: Status: T
Image_url: Vendor:

The form will appear. No fields are required.

You will need to enter in the description and style number to properly assign the costume to a
performance.

You may select the Company Name to have the Autosize -recommended size for this student for this
specific costume manufacturer.

The Cost and Sell price can be entered.

You can input an image_url from the manufacturer’s web catalog to link it to our system. * To do so, open a
different web tab or window. Find the picture of the costume. Hover over the picture, right click and copy
image address. Paste address into Image_url field.

Set the Status to Active.

The Vendor is either the manufacturer or a third party sales/rental company.

You can always return to this section to Edit the information entered.



Delete previous Recitals

If you do not want to see previous recital information, you can ask us to remove the recitals, dances and
costumes that were previously created.

Just email us your request from the studio email address.

If you started entering in information for this year, please let us know when you started that entry.

For example: Please delete my recital information entered in 2016.

Many studios may want to keep this information so they can reflect back if they performed to a specific song
or used a specific costume.
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Manage Recital — Linking Dances and Classes

In this section you will be able to add and order your dances, link the classes to the dances they are
performing in and link or unlink students to the specific dance in the assigned class. You can also set the

costumes to be worn for the dance by the class or individual student. Costume sizes may also be specified
for this specific dance costume.

You will first need to add the Recital and Dances in the admin section.

Then in Manage Recital you will see your Recitals listed.

Click the plus < or arrow to open.

BB Recital Admin Manage Recital Dance

= School Costume Report

Dance List Report
H i Spring Show 2017 #FFFFFF 6/10/2017

& student Conflict Report

B Recital Dance Particitation Report Recital Dance School Dance

& Dance Cast Report
Recital Dance

= Position Dance Name Color Notes

No data to display

The first tab, Recital Dance, will show the Dances already linked to this recital.

Click the second tab, School Dances, Will list all of the dances that are not currently linked in this recital so
that you can link them.

Check on the right side, the dances you want performed in that recital. Then click the tnkTokes=s putton.
Tip!

You can link multiple selections at once. You can always delete them later if changed or added in
error.

* If you do not want to see previous recital information, you can ask us to remove the recitals,
dances and costumes that were previously created.

Page 262 of 307



To Enroll a class to perform a specific Dance — click the @ o expand the details of the dance.

The first tab will show any classes already linked to perform the dance. You can have more than 1 class in
the same dance.

The second tab will list the Classes in your school who are not already linked so you can select them.

& Spring Show 2017 #FFFFFF 6/10/2017

Recital Dance School Dance

Recital Dance

z Position Dance Name Color Motes

Edit Delete 1 Lollipop #FFFFO0
Dance Class “_ 1-Click Second Tab to Find Class

SElECt YDIII‘ SEESD“S: 2{'115—201? 2-Will Defaule :‘-;L-'::I.Rl:-n, you ean L:]\:Lug& .

School Class

Class Name Type Name Code StartTime | EndTime | Day
p Clear
Pre-K Kicks Pre-Schoaol 34 yrs 9:30AM | 10:158M | Tues oy L
Tues 3-Select class(es)
) to perform in
Pre-K Kicks Wed | Pre-School 34 yrs 9:30AM | 10:15AM | Wed o C. -
this specific

Pre-K Kicks Fri Pre-Schoaol 3-4 yrs 10:00AM | 10:45AM Fri recital dance

Costumes:  4-OPTIONAL- Type or select from list v @ 5- Click to add
Ch‘."cked ClaSEEE to Uzncl‘

The season will default to your default season. You can change it to select other season classes.

On the right side, select the classes to perform. You may filter to find them.

At the bottom, you can assign a Costume for this class to wear for the dance. You can also edit or add them
to the individuals.

To select the costume you may type the Description name or use the drop down arrow to select from the
list. Costume will need to be entered in the Recital Admin-Costume Tab before being assigned.

Click Enroll.




Add Dance Notes

To add a note to a specific Recital Dance

Go to Manage Recital.

Click the plus or arrow for the recital you wish to see.
Find the dance you want to add notes to.

Click Edit in front of that dance.

Position: | 1 MNotes:

Update Cancel

When you edit a dance, you can change the dance order in the recital- Position
Add/Edit Notes for that dance. These notes are the ones used in the Dance Book report
To save your changes, Click Update.




Change Order of Dances

When you click the plus on the recital, you will see a list of all the dances in that performance.
We recommend you reorder your dances starting at position one to the end or reverse.

When you reorder the dances, all of the dance numbers that are positioned between the starting
" position and new position number will shift.

For example: If you are editing Dance position 3 to position 8, the dances currently in position 4 through
8 will all slide down one spot to be 3 through 7. Then the original 3 is number 8.

To change the order of the dances, click Edit in front of a dance you want to move.

Position: | 1 MNotes:
Update Cancel

Change the Position number to the position you wish to move the dance.
Then Click Update.



Student Participation

If you have students who are not participating in a recital dance with the class linked, you may remove them
from the Dance.

Go to Manage Recital

In the Recital Dance tab, Click the plus to the Dance

In the Dance Class tab, Click the plus to the Class

You will see all the students in the class.

If a student is green, they are linked to perform in the dance.

If a student is grey, they have not been linked to perform in the dance. They were added to the class after
the class was linked to the dance.

If a student is [red, the student was unlinked and is not participating in the dance.

School Class Dance Student

School Student

# First Name Last Name Costumes Size
Edit Gina Moore
Edit apernell eprnell
Edit Lilly Alley
Edit Daniglle Burr
Edit Second sacond

student student
Edit Second second

student student
Edit Milzn Patel
Edit Dawn Macre
Edit Kierra Camper
Edit Rylie Maorton

e 1 of 2 (12 items 102 [

Link |} End Link |



To link a student in the class to participate in the dance, check the student box on the right and click the
Link button.

To remove a student who is in a class from participating in a dance, check the student box on the right and
click the End Link button.

You may remove a group or almost all students in the class by using the select all button. Unselect the
students who will be performing the dance and then clicking Unlink. The students who were checked off will
be removed from the dance performance. (Their class status will not be affected.)



Student’s Costume

If you wish to designate a specific costume for a student in a class dance, you may.

Go to Manage Recital

Click the plus for the recital.
Click the plus for the dance
Click the plus for the class.

Find the student in the class list.

The student should be Green to represent they are participating in the dance.
Click Edit in front of the student’s name.

Under the student’s name you will see this form appear.

Kigrra Camper

Costumes: - Size:
Lpdate Cancel

You may select a different costume from the class costume.
You may enter a size for this student’s costume, specific to this dance.
Click Update to Save.



School Costume Report

The School Costume Report will display every recital with the dance and each student that is participating.
All columns can be filtered, grouped and sorted.

This report can be exported be saved or modified outside of the system.

The Data Displayed are:

Day Date — This is the Date of the Recital. (You can edit recital information by going to the Recital Admin-
Recital Tab.)

Recital Name — The Name of the Recital.

Dance Name — The name of the dance. (You can edit it by going to the Recital Admin-Dance Tab. )

Class Name — The name of the class assigned to the dance. The class is linked to the dance in Manage
Recital.

Company Name — This is the manufacturer of the costume assigned to the student or class.

Style Number — This is the style number entered for the costume assigned to the student or class.

Color — The color selected for the costume.

First Name — First Name of the student assigned to participate to the recital dance.

Last Name — Last Name of the student assigned to participate to the recital dance.

Override Costume Size — This is the Recital Dance Student Costume Size. You can enter/edit this size in
the Manage Recital-Dance-Class- Student-Edit

Bust, Waist, Hips, Inseam, Outseam, Girth, Manual Measurement Size, Misc, and Height are all from
the student’'s measurements entered. These can be entered by the class or in the student detail
measurement tab.

Vendor — this the the name of the vendor entered in the Recital admin-Costume tab.

Age — The current age of the student based on today’s date and the birth date entered on the student
record.

Autosize — This is the calculated size for this student wearing a costume from the costume Company based
on the size charts for the age of student and girth measurement.



The video below will show you how to group and reorder columns in the report.
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Dance List Report

The Dance List Report will help you organize your shows.
Initially you will select the show you want.

It lists the position of each dance, the dance name, Dance Notes, Number of Dancers, the Class Names
linked, the teachers of the classes.

You may group , filter , sort and export this report.

FD——— (Recital: Show 1 2016 =)

&5  Manage Recital Dance
Export to PDF Export to XLS Export to XLSX Export to RTF Export to C5V
&l school Costume Report

{

School Dance List Report

&4 Student Conflict Report ) 3 i

H Recital Dance Particitation Report # Position Dance Name  Notes Number Dancers  Classes Teachers
[l Dance Cast Report

1 ABC Hip Hop 6- 50 Hip Hop -10:15AM- Tue Thu , Hip Hop -4:30PM- Thu , Hip Hop Kira Davia,

7 -5:15PM-Mon , Lynne - Acro 3-6:45PM- Tue , Monday 6/7 Acro Sam Marcus,
7:00-7:45PM 45 Min-7:00PM-Mon , Monday 6/7 Acro 7:00- teacher
7:45PM 45 Min-7:15PM- Tue sampleschool

1 Disco Fever | Jazz 3 Monday 6/7 Dance 5:15-6:00PM 45 Min-5:15PM-Mon , Monday Cass Kam, Kira
troupe 6/7Acro 4:30-5:15 pm 45min-4:30PM-Mon Sun Davia, teacher
sampleschool
2 The Princess | Twinkling | 1 ‘Wednesday Ballet 4 5:00-6:00 PM &0 Mins-5:00PM- Wed Sara Francis
in Me 2's
3 Silent Movie 3 Hip Hop -10:15AM- Tue Thu , Hip Hop -4:30PM- Thu , Hip Hop Kira Davia,

-5:15PM-Mon , Tuesda

fusical Theatre 5:00-5:45PM 45 Min- Sara Francis,

5:00PM- Tue , Wednesday Musical Theatre 6:00-6:45PM 45 Min- | teacher
6:00PM- Wed sampleschool
4 Boogie <] Hip Hop -10:15AM- Tue Thu , Hip Hop -4:30PM- Thu , Hip Hop Kira Davia,
Shoes -5:15PM-Mon teacher
sampleschool
3 Can Can Production 3 Wednesday Jazz 2 6:45-7:45 60 Min-6:45PM- Wed Georgia Smith
Sr - Elite
Co
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Student Conflict Report

The Student Conflict Report will show you the dancers who have less than or equal to the number of dances

in between their numbers.
It will show your quick changes!

Select the Recital you want to check. Then chose the number of dances that you want to see dancers
have equal or less between their specific performances.

For example if you want to see all dancers who have 2 or less numbers in between their specific numbers,
chose the number 2.

The report will list each dancer and the names of the dance that have conflicts.

Welcome :Compudance

Home Admin Classes Student Teacher Biling Report Mail Recital Help Support Sample School-Flat Rate - Log Out
3 Manage Recital Dance T
: f.:c tal: Show 1 2016 a@—ﬂ D

M School Recital Dance

=l School Costume Report Export to PDF Export to XLS Export to XLSX Export to RTF Export to C5V

Bl Dance Recital Show Report Student Conflict Report

8- single Recital Student Conflict

B RecitalDanceParticitation Report . _

= RecitalName First Name Last Name First Dance Second Dance Distance

Il Dance Cast Report

Show 12016 | Alexandria Daniiel 8- New Girl in town 11- Over the 2
Rainbow
Show 12 Julianna Mayor 1- ABC 4- Boogie Shoes
Show 12016  Juliznna 4- Boogie Shoes 7- Stars and Stripes | 2
Show 12016 et 1- ABC 4- Boogie Shoes 2
Show 12016 Ryl Morton o- H:a\-d tthrough the | 12- Shimmy 2
GrapeVine

Show 12016  angela Sexton 1- ABC 3- Silent Movie
Show 1 2016 Angela Sexton 1- ABC 4- Boogie Shoes
Show 12016  angela Sexton 3- Silent Movie 4- Boogie Shoes 0
Show12 Angela Sexton 4- Boogie Shoes 7- Stars and Stripes
Show 12016 uly Sexton 1- ABC 3- Silent Movie
Show 12016  uly Sexton 1- ABC 4- Boogie Shoss 2
Show 12016 uly Sexton 3- Silent Movie 4- Boogie Shoes 0

You can filter or sort this report to show the zero time changes

The first column has the show name with a hyperlink. If you click it, it will bring you to the dance order so
you can re-position the dance order.

Once the order is changed, you will want to run this report again in case you made other conflicts for
different students.
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This report can also begrouped to help you see the conflicts in different ways.

If a student is in more than 2 dances, they may be listed more than once on this report.

For example if the student is in dance number 2, 4, 5 and 8. If you search for 2 or less dances in between.
The student will show conflicts for dances 2 and 4 (1 dance in between) dances 2 and 5 (2 dance in
between) dances 4 and 5 (0 dance in between) dances 5 and 8 (2 dance in between)
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Recital Dance Participation Report

This report will show you each dancers performances across a series of shows (up to 5 shows).

You can use this report to prevent conflicts for a student’s classes in different shows, or to see where

siblings are dancing in different performances,

At the top Select the date range of the performances you see.

The report will show each student, family and the show listing the dances they are participating in and the

dance position per show.

B Recital Admin
Start Date 6/1/2016 = End Date 6/30/2016 *| Find
g Manage Recital Dance

= School Costume Report
B Dance List Report
8= Student Conflict Report

@ Recital Dance Particitation Report )
First Name
g Dance Cast Report

Dance

ronald

Danielle

Peyton

Kierra

Amanda

Leah

Alexandria

Smile

Export to PDF

Last Name

Connor

connor

Camper

Camper

Cooke

Cooke

Danie

Happy

Export to XLS

Export to XLSX

Export to RTF

Recital Dance Participation

Family

Branstetter

Branstettar

Burr

Camper/Craddock

Camper/Craddock

Show 1 2016

1- ABC

1- ABC, 2- Disco Fever

1- ABC, 2- Disco Fever

2w Girl in town,
Over the Rainbow

1- ABC

1- ABC

Show 2 2016

ra

[

- New Girl in town,
- Ower the Rainbow

Diisco Fever

- New Girl in town

- New Girl in town

- New Girl in town

Export to CSV

Show 3 2016

2- Over the Rainbow

1- New Girl in town

2- Ower the Rainbow

2- Owver the Rainbow

2- Owver the Rainbow

In the example above the Bransetter family has two dancer siblings slated for different performances.
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Dance Cast Report

This report will be the start of your recital program!

Once your recital is set, you can run this report to get the dances in order, dancer names, class names and
teachers.
The report is exportable to you can send the information to your printer or format it yourself.

To start, just select the show you want to see.

[ Recital Admi
R @-’cal: Show 2 2016 )
B9 Manage Recital Dance
Export to PDF Export to XLS Export to XLSX Export to RTF Export to CSV
= School Costume Report
B8 Dance List Report Dance Cast Report
B student Conflict Report
B Recital Dance Particitation Report # | RecitalName Position Dance Name  Dancers Classes Teachers
6 Dance Cast Report )
Show 2 2016 1 Stars and Peyton Camper, Sophia Trap Thursday Hip Hop 1 6:15-7:00 PM  Alex Park,
Stripes 45 Min-6:15PM- Thu Maureen
Streep
Show 2 2016 2 Disco Fever  Lilly Alley, Daniglle Burr, apemnell epmell,  Monday 6/7 Acro 7:00-7:45PM 45 Kira Davia,
Dawn Macre, Gina Moore, Milan Patel, Min-7:00PM-Mon , Monday 6/7 teacher
Second student second student, SArah Acro 7:00-7:45PM 45 Min-7:15PM-  sampleschool
Smith Tue
Show 2 2016 3 Mew Girl in | jackie Amold, Peyton Camper, Kiema Hip Hop -10:15AM- Tue Thu , Hip  Kira Davia,
town Camper, ronald connor, Alexandria Daniel  Hop -4:30PM- Thu , Hip Hop teacher
-5:15PM-Mon sampleschool
Show 2 2016 4 Over the Bryanna Amold, jackie Amold, ronald Jazz test-10:00AM- Sun
Rainbow connor
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Online Registration

The school can offer Online Registration.
This will allow for a link to be placed on the school’s website for New Student Registration.

* The end result will also allow the parent to login to the membership portal for future class
enrollment, adding a sibling student, viewing/paying invoices and updating contact
information. For more information see Membership portal.

They will access the system from the New Registration link/button on your website. (Ask us for your specific
studio’s link if you need it.)

They are still required to enter an accurate, distinct email address and a cell phone number. They must also
agree to your terms and conditions to create an account. They will be sent via email and/or text message a
verification code to confirm they are a person.

The School Terms are set and edited in the Admin Alerts named SchoolTerms

Once the cell phone and verification number is entered. They will start the student registration.
They can save a student and then enter a second one.

Step1 Enter Student Detail

Add New Student Detail

First Name:

First Mame
Last Name:

Last Name

\Gender:

Female v
Date Of Birth (MM/DD/YYYY):

Date Of Birth (MM/DDNYYYY)

Saved Student Detaill

FirstName LastName Gender DateCfBirth

Edit Delete abd def Female 2172012
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There is one set of family information for all students. The billing person is mandatory. Second parent is
optional.

This one address will be populated in all of the address fields. It can be edited by parent or studio if a
student or parent lives in a different location or the family invoice should go elsewhere.

Step2 Enter Family Detall

Family Detail

Billing Parent First Name:

Billing Parent First Name
Billing Parent Last Name:

Billing Parent Last Name

Second Parent First Name:

Second Parent First Name
Second Parent Last Name:

Second Parent Last Name

Family Address

\Address Line1:

Address Line1
\Address Line2:

Address Line2
ICity:

City
State:

Alabama v
Zip code:

Zip code

Next

The School can set up Questions to be asked.

This can include a written response like Please list any allergies or medical conditions,
a drop down list to select how did they hear about the school to t-shirt sizes.

Some studios ask for an Emergency contact if parents can not be reached.

The Questions/answers are in the School Questions tab under the student.
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There is a Questions Report to get your answers

Step 3 School Questions Answers

Compudance Online Helpdesk - 1

Student Questions Answers

StudentName

Question

Answer

def abd

How Did you Hear About Us?

Internet

Open Enrollment for classes is the next section.

The studio determines when to open the enroliment for a season by setting the School Season to Active.

Only Classes that have the Status of Active will be offered for enrollment. If the class is full, the class will

show, but not allow selection.

If the class has a status of Do Not Show, the class will not be listed and only the studio will be able to enroll

in it.
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Step 4 Select your Classes

Student:
abd, def v
Season:
20162017 A4
Enroliment Date(MM/DDYYYY):
23207
|All Types (Click hereto Filter) ». |All Days {Click here to Filter) v
select Class Code Type StartTime EndTime Teacher Room Status DayhNames
Senior Ballet 2 Ballet G:00PM T:30PM Teacher Teacher Studio B Cpen
Ballat 4&5Yrs Ballet 4:00PM 5.00PM Teacher Teacher Studio A Cpen Man
Private Vaoice - Mon 3:30 pm Teacher 1 30 min Private 330PM 4:00F M Teacher Teacher Studio B Open Man
[ Jazz Tues Gpm (G yr ald) Beginner Jazz G.00F M T.00PM Teacher Teacher Studio B Open Tues
Junior Hip-Hop 1o plus Hip-Hop 5:30PM G.15PM Teacher Teacher Studio A Open Thu
StudentMName Class Code Type StartTime EndTime Teacher Room DayNames Delete
def abd Jazz Tues Gpm (6 yr old) Beginner Jazz &:00PM T:00PM Teacher Teacher Studio B Tues Delete
def abd Junior Hip-Hop 1oplus Hip-Hop 5.30PM 6.15PM Teacher Teacher Studio A Thu Delste

If the school has a payment processor account set up, The following screen will appear for a payment option
to be stored on file in the processor’s vault (not CompuDance).
A studio can allow the parent to be required to enter this payment information or they can have the option to
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Skip the payment account storage. See Gateway information.

School SchoolAddress Phone Email

Sample School -Class Number 12 Main St Westwood 07675 B88-248-3670 XX ONNNX (@omail.com

Choose a payment method(Your Credit card/ACH will not be charged at this time)

m-:.- Credit card © eCheck(ACH)

Credit Card Information

Card Holder's Name

Card Number

Card Expiry Date it 2 517 -

Card CVV

Once the registration is complete, the system will automatically send out a Welcome letter from the studio
with their login and password. The school may customize this letter to direct the registrant as they wish. You
will find this letter in Alert Types named SignUpPassword.

If the school has a Pay at Signup Income category, it is created when the student registration is complete.
The registrant can then log in to the portal to pay this invoice.See membership portal for more details.

«¥s The school will receive an email when a student is enrolled in classes. It will note the
student status (Active-Inactive.)
The school can also use the Student Online Register to see the enroliments.

The students/parents have their own manual which can be
found clicking here.
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Parent Portal / Membership

The Express Connect/Parent portal allows your customers to login to the system after they have previously
been registered.

The parents will have access to the School’s Terms and Conditions. If the terms are changed by the studio
at any time, each parent will be prompted to open to read it and accept the new terms. See Parents
Accepting School Terms

The online enrollment is available to the parent for enrollment in class when the studio decides to open it.
+ It will only display the Season that has a status of Active.

+ It will only display the classes in that season that has a status of Active.
+ It will only allow enrollment in a class if there is room in the class.

In the Parent Portal, when a student enrols in class(es) a pop-up message will display.

Congratulations! You have been added to your dance
class(as). You may have an invoice waiting, choose "Make
Payment' to see if you have an open invoice OR if your
studio uses auto-bill pay, please select "Setup Auto Pay’
and leave secure billing info to complete registration.
Some studios may not accept online payment.

Closa

This is the default message->

You have the ability to change this popup message after a previously registered student enrols in a new
class(es). Click Here to see how.

New Parent Portal — Here is the manual the Parents get. You can also log in as a parent to check it out!

There are enhanced membership features in the portal that allow your customer to:

+ View the student’s calendar

+ Check student’s attendance

* View/Pay invoices

» View School Bulletin Board — How to post on the Bulletin Board for your parents to see your posts.

» Update payment information on file ( Can be entered initially through New Reqistration. )
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* Receive text messages from the school and Update the texting contact information.

Typically the In the Loop Membership is paid by the customer directly to CompuDance at the rate of $10 per
the Calendar year.

Functions you can Turn on/off for your Parent Portal

You can allow your Customer to log in to the portal and make a partial payment to
an invoice.

This allows the customer to select an invoice(s) and pay a different amount than the Balance Due for the
selected invoices.
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M | Student Mams Ttems Amount | Tax Due Amount| Paid Balance Due Dzte
| Il Il Il Il Il Il I [¥]

O | Student Test Registration 10.00 0.00 10.00 10.00 | 7/20/2016

[ Studert Tast m“;"" late fee, 46.00 1.80 47.80 47.80 | 1/1/2017

O | Student Test Ty — ' £3.50 ' 53.50| 3212017
-_mﬂﬂ-ﬂ

Student Test Vocal lessan 3.50 53.50 53.50 3;5,‘101:*

EI | Student Test | Vocal lasson, late fee 75.00 5.26 | 80.25 80.25 | 3272017

O | Student Test [Ty — A 75.00 5.25 | 80.25 ' 80.25 | 3272017

O | Student Test | Registration ' 20,00 0.00 20,00 ' 20.00 | 3282017

£ | Student Test | a0z Boot ' 32.50 228 34.78 ' 34.78 | 3/28/2017

O | Student Test | Registration ' 20,00 0.00 20,00 ' 20,00 | 3282017

Pay:53.50

‘PagelnfE{l?iterrE] 11 2 2>

Pay Other
Amount: |5I] |

OneTime ACH | One Time Credit Card | Pay By Credit Card OnFile | Pay ACH OnFile |

dlick to swips credit card | |
Card Type Visa v Card Halder Name [Me Me |
Card Number | 1234557850 | Expiration Dats (o1 7|
o 123 |
Mots |
| P |

The screen above shows the customer can select an invoice and then enter a Pay Other Amount to not pay
the balance in full for that invoice. If more than 1 invoice is selected. The payment will be applied in full to
the oldest due and partial pay the other invoice if the amount is greater than the balance of the 1st invoice.
For example: If the customer selects a Tuition invoice due 3/1/18 with a balance of 75.00 and an invoice for
a costume balance due 1/18/18 with a balance of 25.00, then enters a Pay Other Amount of 80. The
costume will be paid in full and the tuition will have a balance of 20.00

* To turn on Partial Payment for the Parent portal go to Admin-Gateway. Click Edit. Check off
the box Show Parent Partial Pay Text in the 2nd column. Click Update to Save.Click Here to
see more about Gateway settings.
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You can allow the customer to turn on and off the autopay for the account on file.

This feature can allow the customer to prevent an auto payment from occurring for the saved account
without contacting the school.

If you turn on this ability. The Customer can go to the Setup Auto Pay screen. Then they can check or
uncheck the Check Autopay button.

Once the user clicks anywhere else the system will notify them of the Autopay being turned on or off. The
school will also receive a message anytime a customer turns off the Autopay account.

Student's Class Calendar Student Bulletin Board Sample School-Flat Rate X select Student’Logout ¥
A Family Billing Account
| = Family Id Family Name First Name |Lastname Address 1 |Address2 | City | State Zip Code

& Enroll in Class

[=] 4494 | SMITH Irina SMITH égifrmess Black Mew Jersey  0BO12
[ % Setup Auto Pay } |

ACH Family Account Credit Card Family Account

= Make & Payment # CardHolderName | AccountMumber | Reutinghumber
Edit | IRINA SMITH | RXKXNRXAET | KAXKNRXATY [#] Check AutoPay
+ Add New Student

@ View Attendance

To turn on this feature, go to Admin-Gateway. Click Edit. Check off the box Show Autocheck Parent in the
2nd column. Click Update to Save.Click Here to see more about Gateway settings.
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How do | find a specific check posted?

The easiest way to see all checks received and entered into CompuDance either directly to invoices or a

deposit is to run the Sales Report!

Go to Billing — Sales Report
Enter the date range of the checks you wish to see.

* Hint: if you want to see all checks for a large period, enter a smaller date range to begin
where you know a check was entered.

Filter for the student last name or payee to find that family. You could filter by Check number also.
You can change the original dates at the top to widen your search date range.

If you wish to email a statement the customer showing where the payments were applied, you may wish to
use the Family Ledger Report. This will include a payment that went to a deposit first and then the payment
applied to an invoice. It does not show the money still available on deposit.




Adding a Prospect Student

The prospect students can be entered using the Add New Student- if you have all of the information
required in the form.Then change the status to Prospect until the student is ready to enroll. When you use
Add New Student form, it will create a parent user login and the family link for the students entered.
Another way is to use the Add New Sibling button which will be the old way of adding students. You can
enter the student, email, birthday if you have it. If you are going to enter in further contact information like a
mailing address or guardian information set the student to Active. Enter the tab information for the prospect
and then change the status to Prospect.

(By using the Add sibling button a parent user and a family link will not be created.)

You are able to email or run labels for your prospects and see a list of them.

To email, set the User group to Prospect Students or Prospect student parents if you entered information on
the guardian tab.

To run mailing labels you can go to Report-Label Report-Student Address Labels. Select Prospect.

If a prospect becomes a student and you used the Add Sibling, you can just use Add New Student with the
information from the registration. It will create the student again. If they were created originally using the
Add Student- A family and a parent user were created and you need to go find the prospect in the Inactive
student list edit them and change the status to Active.

It really depends on how much information you have when gathering a prospect’s information.

* A prospect is considered an Inactive Student by CompuDance and can be found in the
Inactive Student list.
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How do | find the family for a student

Online Student Register

This report shows each student registered in the time period entered and includes that family the student is
linked to. You can sort by Family to see if anyone is not attached to a family.

& Class Attendance Class Registration
& Notification
Start Datel11/1/2016 |~ JEnd Date{11/13/2017 |~
B InActive Student AL MRy j fd
|2 Student Online Register | Export to PDF || Export to XLS | | Export to XLSX | Export to RTF || Export to CSV
5 Family Link Student List Online Rzglstratlun
# | Family First Name Last Name Age class Name Enroliment Date | Ragistrated Date .
Cleat s |
Second student  second student 1 Beginner Ballet  03/23/2017 3/23/2017
1:39:00 PM
Second student  second student 1 Hip Hop A& 06/02/2017 3/24/2017
2:40:29 BM
Second student  second student i Hip Hop Mon 06/02/2017 3/24/2017
6:00p 2:40:29 PM
Second student  second student 1 Piano lesson 1/2  03/23/2017 3/23/2017
hour 1:14:31 PM
Mom Soft Singer 5 Piano lesson 1/2  05/11/2017 5/11/2017
hour 12:00:00 AM
p2 sibling sibling 7 Hip Hop §-12 06/01/2017 1/24/2017
4:32:21 PM

* This report is available to Every Studio. You do not have to offer online registration.

If the student has invoices

To see the Family Invoices for a Student
Go to the Student
If the Student has an open balance (Last Column shows a balance)

Click the plus to see the Student detail tabs

Go to the Student Open Invoices tab

Click the word pay on any of the invoice lines.

The system will bring you to the family invoices page.

If you are brought to a form, this student is not linked to a family.
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Student By Season

Select Your 2017-2018 n Mot enrolled in Season Enrolled in Season Add New Sibling

Seasons:

# Create | ID First Name | Last Name | Email Cell Phone Gender | Date Of Birth | Age | Class# Tuition | Balance
I | I [ I I
ﬁ Edit _ Invoi-:e_ ] _ testing _ addtofamilv_ s:ecorn:l.smder_ 00 _ Female _ 1/1/2000 _ 17 | 1] _ 85.00 _ 690.22
=] Edit | Invoice | Billy | Alley jruszkowski2l 3334441234 | Male | 6/26/2017 |0 1 120.00 | 721.26

Address u Enrolled Classes u Drop Classes history u Add Classes ” Student Subscription ” Guardian Information

Measurements Student Group Email Phones

School Question u How did you hear about Us u Notes u Qstudent Open ]nvuinas)
L e == — —————— —
Costume 40.00 2.80 42,80 42,80 8/4/2017 Pay
Vocal lesson 5000 | 3.50 5350 | 53.50 5/1/2017 | Pay
' Costume |75.00  |[525 8025 8025 | 8/17/2017 ' Pay
' Jazz Boot, Leotard (7750 | 543 g0z 8203 | 7/19/2017 | ' Pay
Tuitinn 50NN 0 nn 50NN 50NN T2 7 . Pav

You can also use the family ledger report to see which family a student is linked to. Use a large date range
to include anytime the student may have received or paid an invoice. You may filter for the student. It will
show which family the student is connected with.

! If you have trouble connecting a student to a family link: Make sure the student has a
guardian listed on the guardian information tab. If the Student Address and Guardian are
missing, the student did not get created correctly. Please populate both of these tabs. Then
go to the Family link page to add the student to the appropriate family.
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How do | link Siblings

If you wish to link a currently existing student to an existing
family

Make sure the student you are linking has an address and guardian information
entered in the detail tabs.

» Go to Student- Click the plus to see the Detail tabs- Make sure there is an address in the address tab
and 1 guardian in the guardian tab

+ Go to Student-Family link page.

* Find the family you want to attach the student to.

» Click the plus to see the detail tabs

» The 1st tab- Family Sibling lists the guardians attached. To see the student attached, click the plus for
the guardian.

* The 2nd tab- Add Family Sibling will allow you to attach any Student not currently attached to this
family.

* Once you find the student, Check the box at the end of the line and click Link.
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If the student was previously linked to a different family, that link is removed.



Why is a student not on my attendance list?

If you are either looking to enter attendance directly into the system or using a printed Manual Attendance

list

If a student is missing from the list for a specific class
Check if student is enrolled in the class for that season
Go to Class-Enrolled Student tab or Student-Enrolled Classes

Make sure the student Enrollment date is correct.

Make sure the student was not previously enrolled but the end enroliment date is equal to or after your
current enrollment date.

If so, make the enrollment date on the current student enroliment the day after the end enroliment that was
previously entered.

Make sure the class is properly scheduled.

If these options do not help make the student appear, please contact us so we may assist you! Create a
support ticket, click here


https://compudancesoftware.com/support-training
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Can | schedule a class twice for the same
season

A class is defined as a specific group of students that meet with a teacher.

You can have a class meet more than once a week.
Example: Ballet IV can meet on Tuesdays and Thursdays from 4 pm to 5 pm. The image below shows this
class setup in the system

If you offer a type of class more than once for different students to enroll in, you would need to make a class
for each group of students. These classes can have different students enrolled, or a student may opt to take
both classes.

Example: Ballet | is offered on Monday and a separate Ballet | class is offered on Wednesday. The image
below shows these classes setup in the system

Classes By Season

Select Your Seasons:2017-2018 [~ |
School Classes
E Mame Code Type Age |Color 5% | Availa StartTime | EndTime M Tu W Th F SA 5
Clear E - - - - - - - - -
& Edit Ballet IV | 2 tmes a | Ballet All B (D 14 | 4:00 PM 5:00 PM " -
week Ages
& Edit  Beginner 1A Ballet Al Bl 6 |14 |4:00PM  S:00PM | @
Ballet Ages
& Edit Beginner | 1B Ballet all |EE |0 20 |4:00 PM 5:00 PM v
Ballet Ages
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§ystem is Running Slow

If your computer seems to be running slow, you may wish to clear your cache.

In the top right corner of Google Chrome, under the red X to close the window, you will see three dots or
lines in a vertical order.

Click it.

You will see a menu display.

Select More Tools

Select Clear Browsing data

A Box will appear.

Make sure the top read Obliterate the following items from: the beginning of time

At least have the box for Cached images and files checked. (You may select more if you wish.)

In FireFox, you can clear your cache by clicking the top right 3 lines under the X to close the window.
Select Options

On the left side menu, select Advanced

The second section: Cached Web Content and there is a button to the right “Clear Now”. Click it.

* Cached images and files are saved images and date that your computer uses when you
visit websites frequently instead of re-downloading them to display. They are temporary files
and will not harm anything on your computer. By clearing this out, it will free up space on
your computer and may help some processes in our system work faster.

o=

This process will log you out of any websites you are logged into at the time.
Do not use if you are running a process like batch invoices until it is complete.
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CompuDance API

API

An application program interface (API) is a set of routines, protocols, and tools for building software/web
applications.

Basically, an API specifies how software components should interact.

It allows information from one database be displayed and interact with a different website.

Introducing CompuDanee APIs

Are you interested in displaying certain data from within your CompuDance
application right onto your website? Talk to one of our representatives about how we
can help your web designer accomplish that!
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Steps for Starting a New Season

When beginning a new registration period (or season), there are just a few steps to get the system ready:

1.Create a New Season

Go to ADMIN -> SEASON TAB

Location Teacher User GateWay Recital Dance School Season
(_Add New Sea
# Season Name Begin Date End Date Default Season
- - -

Season Name: Begin Date: hd

End Date: v| Status: i

Default Season:

Update Cancel

Edit summer 2017 6/1/2017 8/31/2017 8
Edit 2016 - 2017 8/31/2016 5/31/2017 1
Edit Summer 2016 7/10/2016 8/12/2016
Edit 2015 - 2016 1/1/2014 6/18/2016

» Click Add New Season Button
* Name of season — This is determine by the studio
+ Begin Date - first day of classes for the season
+ End Date — Last day of classes for the season
» Status Options
Active — indicates season is Open for enrollment by studio and parents if offered.
Do not show — season classes can be enrolled by studio only, not parents. (use when setting up the
season)
Inactive — previous season or a season that is no longer in use.

» Default — when checked, the season name, start and end dates will be auto-populated in other parts
of the system. For example, on the class screens.



compudance Compudance Online Helpdesk - 1

* Typically the Default Season is the current season being worked in. If you are creating your
class offerings for a future season you may wish to mark that season as the default so that
it will automatically assume this season and dates when scheduling. You can then switch it
back to the current season when complete.

! Start and End dates can not cross into another season’s dates.

2. Add Classes to the season

Once the new season is created, you have the option of adding existing classes as well as creating brand
new offerings.

To add a class that was previously offered.

Go to Classes

Change the Season to the season the class currently exists.

Find the Class.

Click the plus to see the detail tabs

Go to the Class Manage Schedule tab

If the season you are adding is not listed — Click Schedule New Class
Complete the form for the season you wish to have the class.

# Season Start Date End Date StartTime EndTime Mon Tue Wed Thu Fri Sat Sun Min
Season: 2016 - 2017 ~  Start Date: 8/31/2016 v
StartTime: * z

End Date: 5/31/2017 ¥
EndTime:* = Teacher: * i
Venue:* v e
Tue: Wed:
Thu: Fri:
Sat: Sun:
Capacity:

Schedule Cancel

p(banner tip). Note: it will automatically populate the season, start and end dates for your default season.
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If you select days of the week, the class will be scheduled on the calendar for every occurrence of that
day in the time period entered.

Click Schedule.

You will see a message that the class has been scheduled if a Day of the week was marked.

Congratulations! You have successfully Schedule Classes
on calendar

If you did not select a day of the week, you will see the following message.

The class will still accept enrollment of students. (If class status is Active- Studio or parent can enroll when
season is active. If class status is Do Not Show, only the studio will be able to enroll students.)

You will not have the class scheduled and will not be able to take attendance or have tuition calculate until it

is scheduled.
Header %

Class can not be scheduled on calendar without
selecting day(s) of week

To Add a New Class click here

Once all of your classes are entered in the new season, you can open online enroliment by editing
the Admin-School Season to have a Status of active.

3.Invoicing

New Families/Students: You can have an invoice auto create when a family is registering for the first time.
Income Category-Pay at Signup

You can decide if you wish to Pre-Invoice for the new season.

Some will batch invoice all Active Students for a Registration fee or Class Deposit for the new season to be
enrolled.

Contact us if you want to discuss the options or if you want us to turn off the payment scheduler for Auto-
pay for these invoices.



4.Announce Open Enroliment

If you are using the online parent portal, you can email all of your active students who have an account to
login and let them know when enrollment is opening. If you go to Mail- Express Message and select Users
for All Parent Login.

Here is a sample letter that you can use as a template. You would need to know your login link if you want
to embed it into the letter, or you can direct them to your webpage with the link.

khkkkhkkkkhkhkkhkhkkhkkhkkhkkhkhkkkhkhhkhkhkhhkhkhkhkhkhkhhkhkhkhkhkhkhkkhkhkhkhkhkhkhkhkkhkhkkkkhkkkkhkkkkhkkkkkk

Hello.
We are opening our enroliment to have online registration on (enter date/time)

Since you are already in our system, please login by clicking here. Your login is your email address
that received this email.

You can use the Forgot password option to reset your password if needed.

Once you login and agree to the terms and conditions, you may do any of the following.
To enroll in Classes, click the Enroll in Class menu option.

You may save/update an auto-pay account, view/pay invoices at any time.

You may upload a picture of your student in the Student Image option.

You may change your password or account information in the My setting page.

To change the student you are currently working on Click Select Student on top right.

The studio will be posting in the Bulletin Board section.
To view this section, you must pay the $10 CompuDance membership fee.

The membership fee will also give you:
* Access to all areas and benefits for a full calendar year.
» Your students will also be entered into a $500 tuition scholarship lottery which will be drawn on
September 15th.
* You can also receive discounts for NewDawnCreations (party favors, bows etc.) and LulaRoe
clothing.
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2017 In the Loop Pricing
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compudance

Keep your families in the Loop

Studios utilizing our Member Program can reduce monthly expenses and save up to thousands of
dollars a year! Use the extra money to grow your enroliment while keeping your parents in the loopl!

Studio Size # of Members Studio Fee

100 - 750 students | 50% of active student | $25.00 monthly |100-150 upto $504

151-250 up to $804
count signed up as 251-500 up to $1,164

Members 501 - 750 up to $1,644

100 - 750 students | 75% of active student FREE 100-150 upto $804

: 151-250 up to $1,104
FOMDESONBA U an 251-500 up to $1,464

Members 501 - 750 up to $1,944

Under 100 students or over 750 students contact us for pricing

Membership is $10.00 per year per Member. Paid upon parent login directly to CompuDance.

This membership will provide the studio with:
s Parents updating their contact information without forms or administration time
s Parents can input their credit card/ ACH information directly into your PaySafe vault which
reduces your liability for this information 100%!
Parents can get their answers without disrupting your staff
E-Bulletin Board in Parent Portal for message, picture and video upload!
Daily Email alerts sent to studio with vital dashboard information
Multiple savings and discounts from various vendors servicing the dance industry
Unlimited text messaging to parents without a cost per text
FREE CompuDance Software

&« & & & & @

This membership will give the parents/students the ability to:
« Entry into a raffle to win $500 Dance Tuition Scholarship
Access to E-Bulletin Board messages, pictures and videos from studio
Discounts from vendors
Enroll in classes anytime & anywhere
View their billing history: Invoices & Payments
Make a payment securely online without transaction fees anytime
Save their account information directly into the processor's vault 100% securel
Check their student's schedules and Attendance
Register for text messaging from the school so they never miss an important communication

. 8 & & & & 8 @
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2017 Software Pricing
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Hou Run The Skow

WE RUN THE OFFICE

Feature

Scheduling

Email Marketing

Attendance and Class
Management

Student Management

Billing and Accounts
Receivable

Recital Management

Costume Management w/
Auto-sizing

Teacher Portal

Mightly Backups

Storage of up to 250 Inactive
Students

Start with a FREE
triall!

Feature

Credit Card / ACH integration

Auto-payments

Online Registration

Prospect File and Marketing

Unlimited Phone, Email, Chat
Support

Document Management and
Storage

Multiple Locations

Online Bill Pay

Internal Messages, Video and
Picture upload to Parents

Exclusive Offers and
Discounts from multiple
vendors

# Students

1-100 $45
101-150  $67
151-250  $92
251-500  §122
501-1000 %162

Compudance Online Helpdesk - 1
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Payment Portal Link for Studios

Compudance Online Helpdesk - 1

Dear Client,

Please find the instructions for your payment portal:

1. go to www.compudance.com

2. click the LOGIN LINK — it is found on upper right side of the screen
3. Use the login and password that we sent you:

Login — FOUND IN EMAIL
Password — FOUND IN EMAIL
(this is a default, you can change to whatever you like under My Settings)

Once logged in, you will enter your credit card information. From the left-side menu select Setup AutoPay.

Below is a screen print for further help.

compudance

Student's Class Calendar  Student Bulletin Board CompuDance, LLC -

; Family Billing Account
& Enroll in Class

1. Click Here

# Setup Auto Pay |
Dance ’
=] Studio ED Dancer  Main St. NY

B Make a Payment

# Family Id Family Name First Name  Lastname Address 1 | Address 2 | City

Credit Card Family Account

£ CardHolderName  Card Number CC Expiration Month  CC Expiration Year

2. 05 17

Click Edit and enter the new card info. Hit update to save.

+ Add New Student
& View Attendance
Ea Student Image

3. Click 'My Setting' to change password (this is not a mandatory step)

@ Hep

A 5Select Student ¥

State Zip Code

NY
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3/7/2018 — Filters for Text Messaging

System Update Release March 7, 2018

SMS Text Messaging

You are now able to filter on Class, Group and Users for text messaging.
The text feature will now default to only send messages to Active Enrolled Students / User Accounts.

_ - _ Welcome :Compudance
Home Admin Classes Student Teacher Billing Report 1@ Recital Help  support Fample Srhaol-Flat Rate |v| Log Out
Inbe | Express SMS
Send
Season: 2017-2018  [flass)Pazz 7-10 roup} [+]
Eres == ] Mot enrolled in
Express Send MailBox Seasan
@ | First Name Last Name Phona =M Group [ All Pages
[ single Page

| Il I I Il |
Tom Cat 2014174851 Republic Wirsless Parent O

Subject(Max size 100 characters): [ |
SMS5(Max size 200 characters):

Send
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	Delete an Invoice with no payments applied
	Delete an invoice where payment(s) were applied (partial or full)
	To delete payments:

	View & Pay Invoice by Student
	View Invoice Details
	Make a payment
	How to Pay in Full Select Pay Full Select payment type (cash, check, credit card, ACH, From Deposit) Select the Bill to Person Payment Date – will default to today’s date but can be changed to a date in the past or future Note – is an optional field and allows you to enter a message Hit PAY button
	How to Partial Pay Select Partial Pay in front of the invoice line you want a payment applied. 1st Enter amount – a partial amount can be entered on each line item. Leave blank if not applying any payment to an item. 2nd Click the checkbox on only those items to which you are applying partial payment You will see the Total Amount box calculate the total of the payments to be applied. Select payment type (cash, check, credit card, ACH, From Deposit) Select the Bill to Person Payment Date – will default to today’s date but can be changed to a date in the past or future Note – is an optional field and allows you to enter a message. The NOTE will be shown on the Statements. Hit PAY button

	Print or Email Invoices
	To print or email each invoice separately go to Billing -> View/Pay Invoices.
	Filter the list of invoices to show only the invoices that you wish to Print or Email.
	To print the invoice(s) listed- Click the Print Invoice button on the top. Each invoice will become 1 page and be formatted from the Invoice alert- To Edit go to Invoice and Statement Alerts
	If you wish to Email the individual Invoices to each Bill to Guardian once the invoices you wish to send are filtered for, click Email Invoices.
	To email a collection of invoices by Family or Student See Family Ledger/Statements
	To print a collection of invoices – here is a way to export and print using Excel.


	View & Pay Invoice by Family
	Family invoices combines the invoices of all members within a family. See a short video on how it works!
	View Open and Paid Invoices
	Pay Multiple Invoices in Full
	New Feature View/Pay Family Invoices with Partial Payments
	To turn on this feature, go to Admin-Gateway tab. Click Edit on the Gateway line. There is a checkbox on the bottom left side saying Show Admin Partial Payment Text Check it if you want this feature. Then click Update.

	How to Partial Pay an individual invoice
	If you wish to designate how the payment is applied to an individual invoice, usually if more than 1 income category is charged. Select Partial Pay on the right side of the invoice you wish to designate payment to. – You will be brought to a screen for a single invoice. It will not apply payment to any other invoice. Then follow How to Partial Pay an individual invoice.
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	Why Create a Deposit?
	How to create a deposit from the Family Account

	Specific Family Ledger/Statement
	Deposit
	Why Create a Deposit?
	How to create a deposit
	Delete a Deposit that has not already been applied to an invoice
	Delete deposit that’s been applied to invoice

	Sales Deposit Report
	Parent Deposit Report
	Parent Deposit Report

	Auto-Payment
	Auto-pay is a feature that allows payments to automatically run on a certain day.
	PaySafe
	They prefer email as contact method.

	How Auto-pay works:
	Payment Scheduler
	Auto-pay FAQs:
	Where is the credit card or ACH info stored?
	How can I remove a previously stored account for a family?
	How can I stop a payment from happening in Compudance?
	How can I check if a payment was successfully processed?


	Recurring Error Report
	There are different error reasons that may be posted.

	Reversing Payments
	Income Category Price
	Income Categories
	Negative Charge Amounts

	Billing Tuition Methods
	Calculated Tuition by Class Interval (Number of minutes / hours)
	Calculated Tuition by Class Number
	Flat Rate (Amount set by Studio)

	Calculated Tuition by Interval
	Calculate Tuition by Class Number
	Flat Rate / Studio Entered Tuition
	Student and Sibling Discounts in Calculated Tuition
	Archive Invoices
	Billing Reports
	Sales Report
	Sales Report

	Audit Summary Report
	Accounts Receivable
	Here is a video demonstrating its flexibility. If you need a more detailed report use the Family Ledger Report

	Family Ledger Report/Statements
	Create Statements of Open Invoice Balance only
	Who Has NOT been Billed Report
	Reports
	Attendance Reports
	To see how to enter in attendance please click here.
	There are 3 Attendance Reports to monitor your classes.
	Master Classes Attendance Report
	Multiple Absence Report
	Perfect Attendance Report


	Master Classes Attendance Report
	Video creating the Master Class Attendance Report

	Multiple Absence Report
	Perfect Attendance Report
	Missing Data Report
	Class Manual Attendance Report
	Class Measurements Report
	Labels Report
	The Family Address Labels will create a label for each entry in the Family Link page.
	The Student Address Labels allow the user to select the type of Student Status you wish to create (Active, Prospect or Inactive)
	These labels will be addressed to the student with the student address.

	The Class Labels will select all active classes with enrollment for the default season. It will list the class name, start-end time and day of class, and student name.

	Student Notes Report
	Student Detail Report
	Student Roster Reports
	School Question Report
	Mail – Email & Texting
	Express Message
	Selecting Who is to receive the Email
	Creating the Email Message

	Email Creation
	Email Active Participating Students
	In Express Message, the initial student list will show All Students that have been enrolled in the default season.

	Express Send Mailbox
	The failures could be for many reasons that are out of CompuDance’s control.

	SMS Text Messaging
	Text message failures may result because:

	Email addresses in the system
	Unsubscribe specific Email or Text
	Email Schedules
	Your studio can have the add on option of emailing out your school schedules.
	Customizing your Schedule message


	Bulletin Board posting
	Add a Post (demo video below)
	Existing posts
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	School Costume Report
	Dance List Report
	Student Conflict Report
	Recital Dance Participation Report
	Dance Cast Report
	Online Registration
	The students/parents have their own manual which can be found clicking here.

	Parent Portal / Membership
	Functions you can Turn on/off for your Parent Portal
	You can allow your Customer to log in to the portal and make a partial payment to an invoice.
	You can allow the customer to turn on and off the autopay for the account on file.


	FAQ
	How do I find a specific check posted?
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	How do I find the family for a student
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	How do I link Siblings
	If you wish to link a currently existing student to an existing family
	Make sure the student you are linking has an address and guardian information entered in the detail tabs.


	Why is a student not on my attendance list?
	Can I schedule a class twice for the same season
	A class is defined as a specific group of students that meet with a teacher.

	System is Running Slow
	CompuDance API
	API
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	1.Create a New Season
	2. Add Classes to the season
	To add a class that was previously offered.
	To Add a New Class click here
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