
RECTRAC 3.1 CREATING A 
NEW ACTIVITY

PREPARED BY:
CNIC N946

LAST UPDATED:
1/29/2024

Table of Contents:

FOR ASSISTANCE PLEASE CONTACT: 
+1.844.697.4357 | SUPPORT@CNICFFR.ORG  

Section 1: Activity Overview

Section 2: Activity Management



RecTrac 3.1 Creating a New Activity

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@CNICFFR.ORG  

Activity Overview

2

Activities are items in RecTrac that are used when you:

- Want to track individual signups of patrons against a limited count of available spots. 
- Have something that meets more than once during a time span. 
- Want to keep track of a roster of all registered customers.  

Examples of items that fit best in the activity module:

- Swim lessons.
- Runs.
- Instructional classes.
- Training classes.
- Leisure skills.
- Events

BIG NOTE

Activities in RecTrac are made up of two components. 

1) Activity code (settings that apply to ALL sections linked to the activity code).
2) Sections (or classes)

Typically, the activity code is a grouping of “like” sections. Things like any waiver that is 
needed would be linked here since it would apply to ALL sections under this code.  

The SECTION is what a customer signs up for. It has:

- Meet dates/days/times.
- Enrollment min/max.
- Fees. 

The end goal with activities in RecTrac 3.1 is to put them on WebTrac so customers can sign 
up online. When creating them, keep in mind that they display/group by activity CODE on 
the web page. For example:

If I offer multiple martial arts classes I can technically add ONE activity code and then add 
all the sections under this code for each class. BUT, if I want them to display online with a 
description for each type, I need to have a SEPARATE activity code for EACH “kind” of class. 



RecTrac 3.1 Creating a New Activity

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@CNICFFR.ORG  

Activity Overview cont.

3

To illustrate the setup with multiple codes vs. all sections under one code, here is what my activity 
code setup looks like for martial arts classes. 

Below is how they display on WebTrac. 
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Activity Management

Step 1: To add a new activity into RecTrac, first access Activity Management. Click on the Menu 
button in the upper left, type ‘Activity Management’ and select it from the list.  

Step 2: Click ‘Add’ at the bottom and pick an item from the list of default activities. Then hit 
‘Continue’.  
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Step 3: The following screen will display. 

- Enter in the activity item code (per the coding standards document). 
- Enter in the short and long description of the overall activity. 
- Select you locations permission code. 

Then click ‘Save’ when done. 

Activity Management cont. 

NOTE: The activity item code HAS to follow the coding standards document or else the 
revenue for the class won’t interface into SAP correctly. 

A waiver can be linked under ‘Additional Settings’. Contact CNIC IT for help configuring a waiver.  
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Step 4: Now that the activity code is created, section(s) can be added to it. Highlight the activity 
code and click ‘Section Management’ at the bottom. 

Activity Management cont. 

Click ‘Add’ and then select the applicable default section to add from. Click ‘Continue’.  
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Step 5: Section Update will display. Under ‘Core Settings’ enter in the following information (red 
fields are required):

Section: Can be as simple as 001 or if you want to number them differently that’s fine. YY-MM-XYZ 
is a popular section number syntax. eg 23-12-001, 23-12-002 
Short and Long Description: Short Description: Valentines Day Fun Run. Long Description: NSA 
Mid South Valentines Day Fun Run. Putting the installation in the long description will help 
customers on the web ensure they are signing up for an event at the right base. 
Facility: Pick from the list, where the class will meet. 
Year: Year the class takes place in. 
Season: Season the class takes place in. Select ‘YEARROUND’ if applicable. 
Overall Max Count: Maximum number of enrollees. 
Minimum Count: Minimum number of enrollees. You can run a report to show which sections 
aren’t at this “minimum” and potentially decide to cancel the class. Leave at 0 if this doesn’t apply. 
Dates/Times/Weekdays: Fill these out as needed. In the example below, this fun run is on 
2/14/2024 from 0900-1800 and that is a Wednesday. 

Activity Management cont. 

NOTE: If a class meets multiple times a week for a date range, ‘Begin Date’ would be the 
first meet day of the class, ‘End Date’ would be the last meet date and then check on the 
days of the week in that date range the class meets. 

Use the ‘Class Count’ button in the bottom left to check that the right number of classes 
are scheduled. 



RecTrac 3.1 Creating a New Activity

FOR ASSISTANCE PLEASE CONTACT: +1.844.697.4357 | SUPPORT@CNICFFR.ORG  8

Step 6: Expand the ‘WebTrac Settings’ tab and determine which fields need to be filled out. 

Display Section on Web: If you want this class listed online for sales, select Yes. Leaving this at No 
means you can skip the rest of the options here. Sections are automatically removed from the web 
the morning after the end date.
Keyword Search: Enter in any keywords (comma delimited) that you might apply when searching 
for this class on the web. 
WebTrac Section Image: Browse to an image that you want to display with this section on the 
web. Images need to be less that 200 KB and will need to be sent to CNIC IT for them to display on 
the web. 
Web Event: Check this toggle if you want this class to appear on the overall WebTrac event 
calendar.  
Web Event Title: Enter the title for this class if displaying it on the Event Calendar. 
Registration Web Event: Used to control WebTrac registration begin/end dates. Contact CNIC IT 
for help setting this up, if applicable. 

Activity Management cont. 

NOTE: If linking an image to a section for display on WebTrac, understand that it’s the 
FIRST image it finds linked to a section underneath the same activity code. So if you have 3-
4 sections and you want them to all have their own separate image when displayed on 
WebTrac, you would need to create separate activity codes, each with their own section. 

And by that same logic, if you have 3-4 sections that should all have the SAME image when 
displayed on WebTrac, the image only has to be linked to a single section. 
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Step 7: Click on the ‘Fees’ tab, edit the line of fees and change the amount as needed. 

Activity Management cont. 
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Activity Management cont. 

Step 8: Click on the ‘Comments’ tab. Enter in the description of the class for display on the web by 
either creating a brochure code (do this if this information will be used across multiple sections) OR 
by entering it into the ‘Brochure Text’ field. 

NOTE: If linking a description to a section for display on WebTrac, understand that it’s the 
FIRST description it finds linked to a section underneath the same activity code. So if you 
have 3-4 sections and you want them to all have their own separate description when 
displayed on WebTrac, you would need to create separate activity codes, each with their 
own section. 

And by that same logic, if you have 3-4 sections that should all have the SAME description 
when displayed on WebTrac, the description only has to be linked to a single section. 

Step 9: When finished, click ‘Save’ in the bottom right. This section is now complete and ready for 
registration.  


