#41 - CYMS Training Guide — Camp Enrollment
(10.3 — Updated March 2012)

Daily Processing Device Assumption: Global Sales Default = Pass Registration
(For guidance on Daily Processing Device Assumption, See CQG #01c — Daily Processing Device)

Note: Before any children are enrolled into any camps, VSI HIGHLY recommends that you:

#1 Review the Camp Training Guides
CTG-40 Camp Setup
CTG-41 Camp Enroliment
CTG-42 Camp Pro-Rate/Billing
CTG-85 Set-Up CDC SA Activity (for numbering schemes)

#2 Call VSI to verify your set-up

If camp is not set-up correctly, you will have billing problems and may have to re-enroll
all your children. Please take a minute to call us.

Before enrolling ANY child into ANY camp, you must ensure that:
e All children who were on last year's camp roster have been transferred to history
o If they haven't, transfer those children to history
e The Camp class setups are current and correct:

o Proper dates on all the sections. If this isn't done, you will have billing problems.
o0 Proper Maximum Counts
0 Rates are set up correct in the CYS Rate Grid.

e If you start enrolling children before all setup has been completed, you will have billing problems and
may have to re-enroll all children. Please call us to ensure your setup is 100% correct before
you start enrolling!

Enrolling Children Into Camp

1 Click Global Sales. Lookup the appropriate household or child and select them.

2 Click the Program Registration button at the bottom of the screen. The selection criteria on the
upper right of the screen will change to display Actv No.

3 Highlight the child in the Family Member Selection browser box.
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Messier - Activity Registrations

tem 1|Last Name First Mame Birthday Age Ger ~ Acty Mo _I -
5 Messier Sara 02/01/2008 415 1 Mo Mal New Registration
B Messier Kara 1020142010 1 %1 5 Mos tdal
7 Messier Jads 10/01/2010 11 5 Mos Fen Detais | Roster | Search |

= Add Roster Information
- Ny || T
Update ez Select | Fees | Std Fees 0.00
Wod|Transaction Description | FeedDisc| Tax Amt | Deposit | NetPaid|  MetFee |~

Wiew Notes I
FR Details |
Update |
Hemave |

-

HH Updatgl HH Inguiry I Wiew Pass I Wiew Prew Iﬂame Lookupl Total Mew Charges m E it |

Fass i Pass & Pass i

Memberships Renewal — Transfer
Program @ Point of &
Registration Sale -

4 Right-click in the Actv No field to bring up the activity listing.

e |If achild is being enrolled in all sections of camp, highlight Sec 01, hold down your SHIFT
Key and highlight the last section. All sections between the two clicks will be highlighted.
This can be used for any group of concurrent sections.

e [If achild is being enrolled in more than one section (Wk1, WK5, Wk6 and Wk8, for example),
hold your CTRL Key and individually click all sections you want to include. In the example
below we are enrolling this child into Week 1, 2, 3 and Week 6 and 7.

Ix

Camp SU WS 72 0/07/16/2012 |06
510085 03 Camp SU WwWK3 78 0)07/23/2012 | 06:00
91008510 Camp SU WE1D

520003 01 Teen Center

920100 01 TBoll 45 ear Od  YSF
Show In Browser v active Sections [~ Inactive Sections [~ Fending Sections [~ Cancelled Sections
Erowser Color Key Full Finished Available
Select | Cancel |

5 Click Select. If the child is enrolling in just one section, the activity/section number will appear in
the green boxes. If the child is enrolling into multiple sections, the green boxes will be blank, but
the text under the boxes will read “Multi-Selection”
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Messier - Activity Registrations

bfem ai|Last Mame First Mame Birthday Age Ger = Acte Mo _I -
5 Messier Sara 02/01/2008 4¥1s TMos  Mal Multi-Selection
E Messier Kara 1040742070 11 & Mos Mal .
7 Messier Jade 10/01/2010 1 Y1 5 Mos Fer Detais | Boster | Search |
i Add Roster Information
. 5L I |
Update Mew I I Select I Fees I Std Fees 0.00

Hide Notes I
FR Detailz |
Update I
Bemove I

HH Update | HH Inquiry | View Pass I Wiew Preyv IﬂameLnnkupl Total Mew Charges m Ezit

Pass Pass : Pass h

Memberships Renewal — Transfer —
Program §9 Point of
Registration Sale -

NOTE: If you are charging a non-refundable deposit that is going straight into a Revenue Account at
the time of enroliment, you should click the Fees button instead of the Select button in Step 6 below.

This will pop the Full Rate/Discount Rate question below, and then take you to the Fees screen
where you will be able to manually charge this customer the deposit amount

Go to the Special Instructions for Installations Collecting a Non-Refundable Camp Deposit
section below for instructions on collecting the deposit. See CTG #40 Camp-Setup for additional
information on camp deposits.

6 If you are not collecting a deposit, simply click the Select button. A Multi Family Option window
will appear. Decide whether you are charging this customer the Full Rate (1% child rate) or the
Discount Rate (2™ child rate). Then select to Apply the same rate to all the child’s camp
enrollments. In a future version of 10.3 clerks will not have to make these decisions. The
system will be coded with your business rules.

Eric ¥SI - Multi Family Option

O) Ful Rate (©iDiscount Hate

Apply game rate to all Enc's camp enroliments.

[ ok ] [ LCancel

Then click OK and the enroliments will move to the Transaction browser or Shopping Cart in
the middle of the screen. Unless you charge a deposit, you should not see any fees associated
with this enrollment. Behind the scenes, an installment billing record will be created. Camp
billings should be done weekly to assess camp charges.
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Messier - Activity Registrations

[

New Registration

I FRloster |

Seaich |

_IL Add Roster Information I
»

Mem  1|Last Mame First Name Birthday Age Ger + Aoty Mo
5 Messier Sara 02/01/2008 4 ¥rs 1 Mos Mal
E Messier Kara 10/01/201017 1 5 Mos Mal
7 Messier Jade 10/01/201011 Y& Mos Fer Details
4
Update I New I

Select I Fees I Std Fees

0o

Mod| Tranzaction Description

AR Clags: 91005502 -» Camp SU W2
AR Clags: 91005503 -+ Camp SU K3
AR Class: 91005506 -» Camp SUWKB
AR Class: 31005507 -» Camp SU WEKT

[Hurnior
Muricr
urior
[urior

Enrolled
Enrolled
Erralled
Eralled

FeerDisc| Tax Amt | Deposit |  Met Paid Met Fee |~
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 n.oo 0.00 0.00
0.00 0.00 n.oo 0.00 0.00

-

Wiew hiotes
ER Details
Update
BRemove

m HH Updalgl HH Inguiry | View Pass I Wiew Prey |ﬂamsLu0kuD| Total Mew Charges m Exzit I

The New Fees should be $0.00, unless you are charging and taking Deposits.

Pass Pass : Pass @
Memberships Renewal Transfer

7 Double-check to make sure that all of the sections/weeks the parent requested appear in the

Shopping Cart. If all looks good, click Payment. You will be taken to the Global Sales
Payment Module Details screen.

Il Ft Irwin W

b Rel 10.31 Daily Processin

Fune

\l}i[‘ﬁ ivﬂg 5 (1

Global  Activity Faclity Pass League POS Rent Court Incdnt

Global Payment Update Foi John Messier

Hew Fees 0.00

Pay Code _I Cash
Met &t Due Pay Amt 0.00 Add Gplt Pt

Split Payment Detail

Delete Split Pt I

Pay Type|

Amt Paid | Reference Line 1| Reference Line 2 |«

Pay Reference1 |

Fay Reference 2 I

o ] B

dctvReg: [ =000 [ ooo | somo M~ [ow [ o [ om

FacRsvn [ 000 | [ nooo | 000 | TR | noo | o000

PassMgt [ 000 [ oo [ ooo [ oo r [ om [ om0 [ 1000

FOS [ oo [ oo [ oo | oo |

Rentals: [ 000 [ 000 [ ooo | oo r [ om [ oo [ ooo | oo
Lockers: | 000 [ om0 [ ooo | oo r [ om [ ooo [ om0 | ooo
Trips: [ oo [ oo [ oo [ oo i |

Couts: [ 000 (I [ ooo (I u

Trainers: [ 0.00 [ ooo [ ooo | oo r

League: | 000 | oo | non 000 fai

(L o0 oo om J 0w | | oo | [“oo
™ Auto Balarce Modules/DepositsVisits m

B E -|—|-|E o
X

LCancel

8 Follow regular procedures for taking payments. If no Payment is being taken at this time, click

OK.

9 Click Process or No Print to finish the transaction.
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Special Instructions for Installations Collecting a Non-Refundable Camp Deposit:

e The following instructions only apply if you are collecting a deposit for every camp section into
which the child enrolls, AND the deposit money is going straight into a Revenue Account.

o If you are charging any other type of deposit such as a one-time flat fee or a deposit that goes
into an unearned income account, you will need to contact VSI and get special processing
instructions. The guidance below will not apply.

NOTES
o Please refer to CTG #40 — Camp-Setup for definitions, suggestions and deposit setup details.
e The setup must be correct BEFORE you start enrolling children into camp.

e REMEMBER: If you are charging an “up front” deposit, you may need to reduce the cost of
your weekly camp session by that same amount in the CYS Rates Maintenance tables.

If you forget to do this, you could be OVERCHARGING your patrons when Installment Billing runs.

To manually charge a patron a camp deposit:

1 Repeat Steps 1-5 above.

Mem & 1|Last Name First Narne Birthday Age Ger « Acty No _ s -
5 Messier Sara 02/01/2008 4'rs 1 Mos Mal iliFsetestion
B/ Messier Kara 10401201011 %1 5 Mos tal
7 Messier Jade 10/01/2010/1 Y1 5 Mos Fer Details I Boster I Gearch I
¥ Add Roster Information
4 » | =
Update I New | Select I Fees Std Fees o.on

w central enrollment to v

Hide Motes |
EFR Detailz |
Update |
Bemave |

HH Updatgl HH Inguiry I Wiew Pass I Wiew Prev IHameLookupI Tatal Mew Charges m Ezit |

Pass ’ Pass ® Fass &
Memberships Renewal Transfer

Registration Sale o
2 Click the Fees button and respond to any messages accordingly.

3 Onthe Fees screen, enter the amount of the deposit (in our example: $10.00) in the Fee Amt
column next to the Camp Deposit Bill Code (S1DEP in our example).
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{910055:01) for Junior Messier

L FeqfiFesCodes e At m Gty
F 5481 CampFess Mo Yes t 11 0.00
~ 5451-Camp Late Frr No ves | NS | 100 1 0.00
v 545 Camp Deposit Mo Mo 1 1.00 1 0.00
r Mot Selected Na no [NCKCRNN: [ o000 0.00
r Not Selected No no  JENEEENEN: [ oo0 o 0.00
r Net Selected Mo no  JIEEENN: [ oo0 o 0.00
r Not Selected No o | JINCEENNN: [ 000 o 0.00
r Mot Selected Mo no [NCKGINM: [ oo o 0.00
r Mot Selected Mo vo CKCINM: [ oo o 0.00
Mote: |
Ref/Feg Type -I Met Fees Charged Far Thiz Enrallment: m
o | Biling | [Cal Fees Cancel

4 Click OK.

5 Repeat this process for every section (week of camp) into which the child was enrolled. CYMS
will automatically stop for each section so you have the opportunity to enter the deposit amount.

6 When the deposit fees for all of your sections have been added, you will be returned to the
Program Registrations screen.

e You should see all of the classes you selected in the Transaction browser (Shopping Cart).

e The only fees you should see for these classes should be the deposits.

e The regular camp fees will be assessed later when you do your weekly Installment Billings.

Messier - Activity Registrations

Mem «1|Last Name First Mame Birthday Age Ger &
5 Messier Sara 02/01/2008 4 %rs 1 Mos Mal
E Messier Kara 1040142010 11 B bdos Mal
7 Messier Jade 10/01/2010 11 S hos Fen
4 »
Update Mew

Mod| Transaction Description

AR Class 91005502 -» Camp SU WHK2 [Junior
AR Clags: 910055-03 -> Camp SU W3 [Junior
AR Class: 910055-06 -» Camp 5U *WKE [Junior
AR Clags: 910085-07 -> Camp SU W7 [Junior

Fee/Discf Tax Amt | Deposit

Enralled
Enalled
Enralled
Enalled

10,00 oo
10.00 non
10,00 oo
10.00 non

score [ :
MNew Registration
Dietails | Roster | Search |
2dd Roster Information
Select Fees Sid Fees 0.00
Het Paid Net Fee |~
0.00 0.00 10.00 .
000 0.00 e || Veaties |
0.00 0.00 10.00 ER Details
0.00 0.00 10.00 =
Update
Bemove

=

| HH Update I HH Inquiry | “iew Pass | Wiew Prev Iﬂama LDokup' |TolaINewChalges ml Ezit I

Fass . Pass " Pass "
Memberships Renewal — Transfer —

Program @ Point of
Registration Sale -

8 The Camp Deposits will show as Total New Charges

9 Double-check to make sure that all of the sections/weeks the parent requested appear in the
Shopping Cart. If all looks good, click Payment. You will be taken to the Global Sales
Payment Module Details screen.
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Global Payment Update For === John Messier

Preey Balance

Split Payrment Detail

Delete Split Pt

New Faes 5000 PayCoce [EHNNNG Cach Fap Typs]  Amt Paid | Risfeenos Line 1| Risfeencs Line 2| =

Net At Due Paami [ 000 Add Spit Pt |

Pay Reference 1 |

Payp Reference 2 I hat
Global Payment Update For ==> John Messier x|

Module e M t Due i t Paic m

ActvReg [ aoo0 | soo0  |[Teooo  [MEEED 0 ¢ ] I

FacRswn: [ 000 0o [ oo [ oo r [ om [ om [ oo [ oo I

PassMgt | 0.00 0o | oo | oo r [ oo [ ooo | 1w [ oo r

POS: 0.00 0.00 0.00 0.00 r

Rentals 0.00 000 0.00 [Tl r [ am [ oo [ om [ oo I

Lockers: 0.00 0.0 0.00 0.00 r | oo R | oo | oo I

Trips: 0.00 0.00 0.00 0.00 r

Courts 0.00 0.00 0.00 0.00 I

Trainers: 0.00 0.0 0.00 0.0 r

Leaque 0.00 0.00 0.00 0.00 Is

™ Auto Balance Modules/DepositsMisits M

ak I LCancel

10 The New Fees field should reflect the Deposit Amount that was charged.

11 |If applicable, enter the amount being paid in the New Amt Paid field and click OK. You will be
taken to the Global Sales Payment screen.

12 Finish accordingly (Payment/Print/No Print).

Verification: Important Step

To verify the child was enrolled and will be Installment Billed — VSI HIGHLY recommends this step

after the first several enrollments especially if you did not call us to verify your camp setup.

1 Goto Files > Global - HH Installment Billing Update to view the billing record.

2 Look up the household

Messier Household -- List of Current Installment Bills

and select it.

tnduls |ID |Desm|ptlnn |Name IE\I\ Type IPraNnted IEl\I\ng Date Range Ilnst Tran =
| [2R 300000-01 1317-Belugas FD' INF Jurnior Inst Bill No 11011 - 110118 16.4¢
AR 300000-01 1317-Belugas FIV INF Liam Inst Bill Mo 110171 - 110118 16.4¢
[duriar Mo 2
| [R 310065-02 Camp SUwk2 Jurior It Bill Ne 05/2812 - 05/28M12 1652
| [R 31005503 Camp SUWE3 Jurior Inst Bill N 06/04412 - 0B/04412 1652
| [#R 910055-08 Camp SU WKE Junior Inst Bill No 07/0212 - 07/0212 1B.5:
| [R 310055-07 Camp SU WK Jurior It Bill Ne 07/08412 - 07/09412 1652
AR 82014401 Tiger CubWAv/0 Sara Inst Bill N 12/0111 - 1101416 16.4¢
K _>|J
Daycars Bil: % Show  Hide

Bulk Billing Payment Infa Update

Bulk Section Biling Update

addmil | | Changesil

Delete Bill

<< Name Laokup I

Exit

CTG-41 Camp-Enroliment 103 DONE.doc

Page 7 of 8



3 Highlight a Camp activity you wish to verify and click Change Bill. You should see a single, unbilled
record that begins on the Monday of the week you picked.

Note: If you do not see a single, unbilled record or if you see multiple unbilled records contact
Vermont Systems immediately for assistance.

Billing Schedule For Junior: 910055-01

Total Number of Bills 1
Total Over Life of Billing Period % 58.00
Llick Here To Set Up Auto-Debiting I Houszehold Payment History I

Add Line ltem LChange Line [tem Delete Line Item I Dione Start Dver |

CTG-41 Camp-Enroliment 103 DONE.doc Page 8 of 8



