#71 - CYMS Training Guide — Youth Preparing for Next Season

Sports / Classes
(10.3 — Updated June 2011)

\ Preparing Your Activities for the Next Season

Before your new season starts, you need to prepare your activities.
o First you will need to clear the roster.

0 Next you will need to change the dates to reflect the correct dates for the new season. This is an
important step that affects the Annual Reports.

Note: This applies mostly to your sports and camp programs. Boys & Girls Club and 4H Club
activities will only be transferred after running your reports at the end of the calendar year.

Clearing the Roster

1 Prior to transferring rosters to history, it is highly recommended that you run an Activity Trial
Balance (Reports - Activity = Financial Reports) to determine if there are patrons that owe
money for those programs. Any balance found should be researched to determine if it is valid.

If you determine a balance is invalid you should fix using Global Cancel/Change and Update
Charges.

If you determine a balance is valid you may proceed with the Transfer History All steps below.
The balance will become a previous year balance that must be paid using the Previous Year
Payment program.

2 Goto Period End 2> Activity = Activity Roster Maintenance = Roster Transfer to History
(Al

3 Select the range of activities.

Note:

- If you are transferring a singe activity to history, select the same activity for both Beg
Activity/Section and End Activity/Section.

- If you are transferring multiple activities that are not in consecutive order on the list, you will
need to run this program several times.

4  If you wish to move everyone on the roster to history, enter today’s date in the Enrollment
Cutoff Date. If there are current year children who were enrolled on Last Year's roster by
accident, you can use the enrollment date as a way to move only Last Year’s children to history
while leaving this year’s children alone.

5 Inthe Transfer Posting Date field: Typically if the children that are being moved to history are
from an August 2010 roster, you should use a Transfer Date from August 2010. If the children
being moved to history are from a June 2010 roster, you should use a Transfer Date from June
2010. This is an important piece of information on the annual report.
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6 Enable the Purge Answers to Questions Linked to Rosters toggle if you have question groups
linked to any of the sections being transferred. Those are for last year's enrollments.

7 Select to Include Rosters That Still Have a Balance Due. This will transfer children to history
even if they owe money on the enroliment. As long as you have researched balances as
described in Step 1 above this should be fine as it is okay to transfer a ‘valid’ balance to history.

If, however, you choose to not include rosters with a balance due (toggle is de-selected), the
system will skip any child that owes money, leaving them on the current roster and print a list of
those children. Realize that you should still work this list prior to performing ‘current’ enrollments.
This might involve more research on why they owe money and individual roster transfers to
history.

8 Select other toggles as needed.

9 Click Transfer. Click Yes to the challenge message.

Roster Transfer To History (ALL)

EI Sk-archeny 7 Up
Ei Sk-drchen 7 Up

Eeq Activity/Section

End Activity/Section
Wildzard Actv/Sect

Enrollment Cutaff D ate RGN T [Enraliments ondbefore this date will be transfered)

Transfer Posting Date T [Tupically the starting date of the season or session]

[ Make Sections Inactive After Transfer?

[ Make Activity Inactive If Al Sections Are Inactive?
[] Recalz Current Mise Income/Expense Figurss?
[] Recale Instructor Pay Figures?

Purge Answers to Questions Linked to Rosters?
[ Reset Section Reservation Mumber to Zer?

Include Rosters that stil have a balance due?

Transfer ] [Eheck Audit Log] [ Exit

Figure 1: The Roster Transfer to History (All) selection screen

10 Click OK. Repeat the process for other programs or click Exit to return to the Main Menu.

\ Updating Activity Dates

1 Goto Files > Activity - Activity Maintenance.

2 Highlight the activity you want to update. Click Sections.

3 Highlight the section you want to update and click Core Info
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4 VSl recommends that you review all screens/fields for accuracy including but not limited to:
Begin/End Date, Begin/End Time, Max Count, Age Range, Aging Date, Fees, Comments and
Webtrac information, etc.

5 Click Done.

Activity:920140 (SP-Soccer) - 03 - SP-Soc-Fall (7-9) - Core Info

SpecDesc | $P-SocFal (7-9) Eeginning Age 7.00 Eeginning Grade | 0.00

Custom Desc - 5P-Soccer Fall (7-3 Years) Ending Age 333 Ending Grade | 33.00

SecStatus (O Active (lnactive () Pending () Cancalled Aging Date

Lottery Opt ~ £2) Normal Only () Lotta Only ) Bath Gender Opt (+)Coed Errall () Males Only () Femalss Only

Season [ e 201

BegDate I BegTime |17:30 Mazimum Count 100 Mirirnum Count | 36

End Date AN EndTime |13:30 Holiday Dates bt amimum wList Cnt o

Meet Days  [v]Mon [ Tue [v]wed []Thu [CIFi (]Sat []Sun tax Res Count 100 ax NAR Count | 100

Fac Type YFIEL 1 Spors Field Hows b any? Setup Min 0 Cleanup Min 0

Fac Loc 3 0 Piost Pty ) Ore Facs FRResvMNo 00

Facld F-PER 1 Pershing Fields ©) Multiple CRFAesvNo 0

Fee Codes GUI Begin Date GUI Time GUI End Date GUI Time 'WwEE Begin Date "WEB Time WEEB End Date 'WEB Time Override
[ Add | Select Today | All Today [ Delete |

BTN Corotnfo2 | Fees | Gommenis || viobrac [ Seoren) pevcaresn

Figure 2: The Activity Section Core Info screen

6 Repeat steps 3 through 5 for all sections you want to update.

7 Click <<Class List.

8 Repeat steps 2 through 7 for all activities you want to update.

9 Click Exit to return to the Main Menu.
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