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Section 1 9 Executiv e Overview

Jackrabbit is the easiest to use and most accessible class management system available.
Owners and managers need an application that is simple to use by their staff and provides
comprehensive management reporting. Its unique executive dashb oard shows management
critical information regarding enroliment, drops, openings percentage and aged accounts,

every time they logon.

Jackrabbit offers a comprehensive solution without the hassles of buying, installing &

updating software and eliminates the need to be at the office to use the system. A huge
benefit of Jackrabbit is that we host both t he application and data for you 0 giving you the
flexibility to access your data from anywhere with an Internet connection.

The common concerns of management in regards to a new system are: staff training,

software installation & support and data conversion [ entry. Jackrabbit addresses all of
these:

Staff Training

The system is so simple to use that we challenge you that after watching the 5 minute
software video on our website that a person can easily input a financial transaction and / or

enroll a student. We offer online support and telephone support can also be scheduled.

Software installation and support

A web -based appl ication eliminates the need for software installation, software updates and
technical support. All you need is an Internet connection (a high speed one is
recommended) and a web browser.

Data conversion / entry
Jackrabbit has the ability to import family, student, class and enrollment information from
an Excel spreadsheet template. For example, a 1000 student spreadsheet takes about one
minute to upload into the system and then you can begin using it immediately.
We offer a FREE 30 day trial to try out our software and we hope you take us up on our
offer. All we ask in return is that you provide us with your valued feedback. If you want to
continue using the system after your free trial
the website.
Major Software Features include:

1 Low monthly subscription fee

1 Unique Executive Dashboard login page

1 Complete contact management

1 Class information, scheduling, & enroliment

1 Billing and Accounts / Receivable

1 Seamless integration of multi location data

1 Easy view of combined location organizational reporting

1 Security and permissions based functions
Page 10 of 182
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1 Comprehensive reporting

1 Attendance and makeup tracking
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Section 2 d Help and Technical Support

Video Help, User Guide, Email Support Team

Jackrabbit support takes great pride in helping our users get the most from the product.
Jackrabbit accomplishes this by partnering with its clients for a multi -tier ed approach.

& Video Help l Edsupport . ) Send Idea

1% Level 8 Online Videos & Additional  User Guide s (.pdf)

Select t he A Vi de duttod elbcptéd near the top right of any page. This will

display the most current Jackrabbit software video list. Click the link for the video

you would |Iike to watchéTURN ON YOUR SPEAKERS!
Selectthe iUser Guideodo link | ocated in the uppTlais right
will display the most current Jackrabbit User Guide document . (.pdf format)  There

are 3 ADDITIONAL Users Guides which focus on Getting Started, Online Registration

and e -commerce (c redit card and bank account connectivity). Look for the links to

these documents on the Jackrabbit Sign In Page.

We suggest you have a PRINTED copy of a current User Guide available
for your employees.

Jackrabbit is continually changing and improvin g. ALL enhancements are
announced on the enhancements area of the dashboard and on the enhancements
report. Make it a habit to watch this area. Many items are here BEFORE they end up
in the User Guide.

We have gone to great efforts to keep the Videos & User Guide up to date and easy
to understand. Please take just a minute to see if the answe r you are looking for is
on the video before contacting Support.

2" Level & Internal Jackrabbit Systems Administrator

Each Jackrabbit Client should designate one i nternal empl oyee as their
Systems Admi ni l§ you a tequir & .Jackrabbit support, please direct your
guestions to this person. This addresses the issue of getting the same support
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guestion from the same client multiple times and helps us provide more efficient
service. The User Guide contains a chapter on System Administration.

3™ Level & Jackrabbit Support Desk

If you are not able to find a sufficient answer to your question after viewing the

videos, reviewing the User Guide and a sking your Internal Systems Administrator,

pleasehave your I nternal Systems Administrator send us
button, located in the upper right hand corner of every page in Jackrabbit .

Please do not send an email directly to a person wi th Jackrabbit
Technologies as we rotate who is responding to support issues. Please use the
Support Buttons or send an email to Support@jackrabbittech.com

Jackrabbités Help Desk is available to answer your
Support buttons  in Jackrabbit or emails sent to support@jackrabbittech.com . If the

question /issue cannot be resolved via email, we will ask for your phone number and

a good time frame to call you and resolve the issue.

It is our intent to respond via email to all support emails within 2 business
hours.

Pricing in Jackrabbit

Jackrabbit bills on the number of ACTIVE and INACTIVE students in your database. Active
students are those currently enrolled in a class. Inacti ve students have no current
enrollment. If you have questions on your bill, please email billing@jackrabbittech.com

Considerations:

Your Jackrabbit fees are due on the 1st of each month.

Your monthly Fee is  based on the TOTAL # OF STUDENTS (active + inactive )

in your database PLUS any additional services you ordered.

1 Your fee can change month  -to-month depending on your TOTAL number of
students.

1 See the Price link on our website for details:
http://www.jackrabbitclass.com/pricing.asp

1 The TOTAL STUDENT count is taken on a random day of the month to
determine your billing rate for the next month.

1 On your request, Jackrabbit will delete INACTIVE students  / families from

your database free of charge. Request this through the Support buttons.

= =
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Hours of Support

Monday through Friday

8:00am i 5:00pm Eastern Standard Time.
Federal Holidays excluded
support@jackrabbittech.com

Emergency Support is available after hours via the
staff will attempt to contact you as soon as they receive the message.

Additional Guides

If yo u are just getting started with Jackrabbit I seethe GETTING STARTED User Guide i
this guide gives you the basic navigational and set up processes to get a head start in
Jackrabbit.

For Web Integration of Jackrabbit T see the ONLINE REGISTRATION User Guid e T this
comprehensive guide describes all areas of integrating Jackrabbit with your website.

For e -commerce Integration of Jackrabbit T see the ECOMMERCE User Guide 1 this guide
explains HOW to accept Bank Drafts and Credit Cards through Jackrabbit . It will introduce

all of the partners that Jackrabbit works with. It also explains what you need to do if you
want to keep your existing merchant.

Page 14 of 182
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Section 3 d System Administration

This section will outline System Administration tasks. Topics to be covered under system
administration are: adding or editing locations, managing users , understanding password
resets, adding your company logo to statements, and understanding email communications

from Jackrabbit through your organizations email.

The Get ting Started User Guide is also available for initial setup information. This
guide can also be used by the administrator to initiate changes and understanding how
your organization is set up in Jackrabbit.

Assigning a System Administrator to Manage your Database

R .
video Help| _ System Overview

Administration should be assigned to one user in your organization that has ALL permissions
activated for their user ID. This person should be responsible for:

1 Understanding all aspects of Jackrabbit and where information is entered
1 Coordinating all support requests to Jackrabbit and distributing responses

1 Have a good working knowledge of the organization structure in terms of staffing,
procedur es, accounting and class set up

1 Adding and deleting Users that have access to yo ur database

1 Understanding howto  revoke and u n-revoke Users on the system
1 Understand the importance of Passwords

1 Understand the needs of your clients and their use of Jackrabbit

1 Check the Enhancements Report to understand all new enhancements  Jackrabbit
adds

Locations : Adding L ocations and Editing Locations

The Getting Started User Guide contains a description of how to change and add
locations for your organization.

’

Your database was initially created with one default location ID. Location s in
Jackrabbit typically represent a facility. Locations can also represent a subsidiary of the
business located in a common facility. If the organization wants to separate out the
business unit so that those users can not access the other busdameasepaatei t 0s
location can be used to do this. Locations should be assigned an abbreviation (3 -10
characters) to represent a location & ID. This is so names do not take up a lot of room on
lists and reports.
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Important Notes Regarding Multiple Locati ons within a Single Database

1. Currently, the Executive Dashboard shows totals of all Locations. A per Location

break down is not yet available. Please inquire.

2. Students in a family of Location A CAN enroll in Classes of Location B (this

enrollment has to be done from the CLASS record, not the student [ family record).
Transactions (fee and payments) for this family / class will take on the location of
the FAMILY, not the CLASS. Payment and revenue reporting will put this money

under t he Fanon NQTae claseloeation.

3. I f you have JaGokmeekd Mdduleband aesingle Jackrabbit Database with

mul tiple Locations, Jackrabbit can be |inked
ecommerce payments will be linked to the single bank accoun t. If you need
ecommerce payments split between multiple bank accounts
Example: Location A money goes to one account, but your location B money ne eds to go to a separate
account. This cannot be done within a single Jackrabbit database. You would need to activate an
additional database for t he other bank account / Location . (JR offers a 10% discount on a second
database).

How Revenue is organized by Location

All Revenue is organized by FAMILY location and not CLASS Location. Families are assigned

a Location Value and Classes are assigned a Location value. If you post Fees to a Family In

Loc: Meadow for tuition in a class that is assigned a Loc: Prairie and the Fee is then

linked and paid off. When running a Revenue Report, the revenue will be found under Loc:

Meadow.

See the Ensuring Accurate Revenue Reporting section of this guide for more information.

Changing an existing Location Code / Name

When your database is initially set up, Jackrabbit creates a Location Code for you. You may

want to change the Location Code or Name. To do this, please email Jackrabbit support

with your original location code and the new location code. It is important to note t hat this

wi || switch any records currently with the fAol do

’
The address information entered on the Location record (TOOLS i EDIT DEFAULTS
i LOCATION) will be used as the facility address printed on the Family Statements.
Adding a Location
(2>
Action => go to TOOLS d EDIT LOCATIONS
1. Highlight ATool sd on the main menu and select

AAdd Locationo button to add a location or cl

of current locations.
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2. When you have completed inputting the information, click o n the ASave Change:
button near the top of the page and the changes will be saved.

Deleting a Location

If you need a location deleted from your database I please contact Customer Support
through the support button in your database.

Managing System Users

ivideo Help | Tools

2
3 Action => go to TOOLS 0 MANAGE USERS AND PERMISSIONS

Your database should have 1 person designated as the Jackrabbit Systems Administrator.
This person should be assigned all user permissions (see assigning permissions) to see and
do all funct ions in Jackrabbit. This person should be the business Owner or trusted
employee as financial data is visible.

Adding a New User ID

You can have as many User ID6s within your organization as you | ik
of userds in any 2 CONCHRRENTausdrsa ranyi 2speople logged in at any one

time). If 2 users are logged in and a 3 "“ tries to login 1 an error message will pop up

explaining that the number of concurrent users has been reached. Please see below on how

more CONCURRENT users can be added to Jackrabbit

The same User ID CANNOT login multiple times.

Each person must have his or her own unique user ID in Jackrabbit. Please note that this
ID cannot be in use by ANY other Jackrabbit CUSTOMER so if you create an ID and
Jackrabbit t ells you it is a duplicate, this is because another organization in Jackrabbit may

have this ID.

Suggested format for User ID6s ar e: First initial and Last name. F
ID is in use try full first name and last name . There are places where Jackra

the User ID i do not make it too long.

Each User is assigned permissions under the edit permissions link that allow you to remove
their ability to see or access a function.

1. Highlight Tools on the main menu and select the Manage Users
& Permissions.

2. Click the Add User button
3. Enter a new User ID (see NOTE above) and password. We
suggest 12345 as an initial password. The User is prompted to

change this when they first login.

4. Click the submit button
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Each en rollment, drop and transaction in Jackrabbit will have this user ID stamped
on the record.

|

Use the clone user button under another user to copy their permissions
Cloning a User

This is a time saver. Set up one User ID with all their permissions. Then use the Clone
User button to create more users with the Same Permissions.

1. Click the User ID link of the User you want to Clone.
2. Click the fiClone Usero button on their r

3. Enter the New User ID and the password for that new User.

Submit

4, You wi | | be taken to the new Usédrods rec
Last name and email address to match the new user. Save
Changes.

Deleting a User ID

1. Highl i ght ATool sd0 on the main menu and
Users & Permissionso item.

2. Click on the fiUserso tab to view the |is

3. Click on the appropriate Users name and
is displayed.

4. Whil e on the d@AUser Profiled page <click

and the User ID will be permanently deleted.

Changing a User ID

You cannot CHANGE IR onesitthasdeen diemted: You must create a new User
ID(use 6Clone User 6 butt onlID}anddelete tieeloltd gne. dUsectteetClenen e w
User Feature to create identical User Permissions.

ChangingaUser ID6s email address

It is important to have an email address associated with a User ID as this email address is
used to receive responses from Jackrabbit Support. If a User uses the Support button
within Jackrabbit, t hatsakbecatedvsth teahsappdrtrequési.r e s s i

1. Highlight ATool sd6 on the main menu and
Users & Permissionso item.
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2. Click the User ID link of the user who needs and updated email
address

3. Enter the new email address

4. Click save changes

A Uselbd®s emai l is NOT your organizationébés reply t
Registrations and Online Bundles requests. Please see the organizations REPLY TO EMAIL to
change.

Editing a User 8&s dderyingrandsaliowiogascess

Once a Useris createdt here are 3 areas which can be accessed to manage their account:

User ID link T Thi s di splays the userds name, emai | and passw:
Edit Permissions Security link I This displays each Jackrabbit menu option, button and

feature with its description and a check box as to whether the user will be able to access the

function.

Location Access link T This displays the Locations that have been setup and whether the

user w ill be able to access each Location.

Class Categories link i This displays the class categories that have been setup and

whether the user will be able to access each class that has been assigned the category. This

is often used if a user is only allowed to enroll students in beginner classes or other types of

classes.

These 4 areas that can be accessed can be viewed under the Manage Users and Permissions
screen:

¥ Return v Save Changes | 7 Delete & Video Help | 1 Support V Sand Idea
| User Details
User Detadis
User Permissions Reset Password
User Access-Locations 5, 2 x
User Access-Category! 3 TTES Org: EZ Care Online Demo
ser Actmvity
First Name: el Last Name: Testy
Emai: testy@vouremal com
Restrictions: None v
Invalid Pwd Count: 0 gast Pwd Changed: - A restricted user will say: \
1 Acs Rev Access

Revoke - Password Attempts

Last Login:
Last Login Info:

Date Created: 9/10/2010 9:49:00 AM By: EZCARE
Date Last Updated: By:

(29058)

You can click any of the links above to add or change permissions.

2

o
N

Action => Tools 0 Manag e Users and Permissions select a user
ID link to change Permissions, location or category access

1. Select alink: permissions T location T category
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2. Select those areas which the user has access to
3. Click save changes
4,

The User will need to log off and back on for the updated permissions to take
effect.

If you wish to add more concurrent User licenses, Please see explanation below
and contact Jackrabbit Support I They can make this change quickly and explain the
additional cost.

Adding more concurrent Users for your organization

Based on the level of Jackrabbit you subscribe to, each organization has a set number of

concurrent users. For example if you have 2 concurrent users then only 2 users can access

your Jackrabbit Database simultaneously. If too many users try to log into your database,

they wild get a message that says fAYou are exceeding
concurrent users. ‘User ID'and 'User ID' are already |l ogged in.o

Please See our website and click the Pricing Tab to see how many concurrent users are

assigned to your website. T here is an additional cost for each additional Concurrent User.

To add more concurrent users, contact Customer Support.

~

Viewing a Userds Activity

You can view user activity when you edit / view a user
1. From The main TOOLS menu option I select Manage Users and Permissions.
2. Select the User whoodos activity you would |ike to
3. On the left hand menu of options select T User Activity

Changing Passwords for Users

i\fideo Help | _ Security

When users login to Jackrabbit t he first time, it is suggested they change their password.

Changing your own password

2
X Action => go to TOOLS d CHANGE PASSWORD

1. Click 6Tool sb on t he reSde!|l eobl ABhangmeer
Passwordo.

2. You will be asked to enter your new password twice. Click on

the ASave Changesd button near the top
changes will be saved.
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If your user ID isrevoked 7 click onthe "I forgot my password link " located under
the User Sign In area of Jackrabbit

To change the password or rese t the password for another User
1. From the Red Menu Bar go to Tools i Manage Users and
Permissions

2. Click onthe User ID Link

3. Click the reset Password Button
4. Enter a new password twice

5. Click Save Changes

Revoking / Un -revokinga nother User ID

User ID6s can be r ev onkaeabss togoumpdatabase. You can revoke a user or the
system can automatically revoke a user for too many password attempts.

»

As a security measure, Jackrabbit will revoke a user if 3 incorrect passwords are
attempted.

2
3 Action => go to TOOLS 0 MANAGE U SERS AND PERMISSIONS

1. Hi ghlight AToolso6 on the main menu and
Users & Permissionso item.

2 Click on the AUserso tab to view the 1|is

3. Click on the appropriate Userds name a

page is displayed.

4. Change the ARestrictions?o val ue from HAAcc
ANoneo.

5, Click fiSave Changesodo button near the to
changes will be saved.
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Reset Password Clone Userl

First Name: Jack
Last Name: Rabhit
Organization: JRT Sports Academy
Location: Q0 -
Email: =
Restrictions: Mane -

Invalid Password Count:
Date Created: Jul 12 2008 3:33PM

Last Login:
User Type: Admin
Permissions: P P P P P P

Last Session:

To Un -revoke your own User ID
If the User ID that has been revoked is YOU:

1. Click the fl FORGOT linkYlocafeA SrisléW Ghe D o
Client Sign in area of Jackrabbit

2. Enter your User ID and Email address on your User Profile -
THESE MUST MATCH

3. A Password reset email will be sent to you with instructions to
un-revoke your User ID.

User ID:

Password:

*

Note: If you do not know yo ur User ID or the Email addre ss entered on your User Profile:

Ask another user in your database to look at your user ID and the email attached. (Tools T
manage Users and Permissions T select user)
’
Alternatively 17 please contact support at support@jackrabbittech.com to regain
access.
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Managing Email information in Jackrabbit

If you want MULTIPLE email addresses in the notification field. Separate them with
a COMMA.

Al'l owi ng customer s trexeiving@yourenmaiist 6 o f

Jackrabbit offers you several ways to email and reach your parents, students and

instructors. Any time you send mass email out of Jackrabbit you should always offer clients

to fAopt out o. This i s si mpl y hevabilityltd ba greoved frdmeyqour ng cust om
emalil list if they find it bothersome.

Adding Attachments to Emails

Jackrabbit does not allow you to add attachments to emails. However on the email screen
notice:

To email an attachment, we recommend you upload the document to your website and include a link in the email.
Free upload services: www.4shared.com, www.box.net, www.uploading.com, www.mediafire.com, drop.io

Updating your  Jackrabbit Account Email

This is the email address  that Jackr abbit Technologies uses to send your monthly bill
(emailbilling@jackrabbittech.com )
1. From the Red Menu Bar select Tools - Edit Locations

2. Maintab T enter a NEW Organizatione -mail

3. Click Save Ch anges

Updating your Customer Portal Reply to and Send to Email:

This is the email address that acts as the Areply to
requests through the online bundle.
1. From the Red Menu Bar I go to tools i Customer Portal
Settings

2. Click on the Settings Tab
3. Change the Customer Portal Reply to and send to Email address

4. Click Save Changes
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Ed# Customer Porta!l Heading
Ga to Customer Portal Logn Page
Gotting Started || News & Announcements Settings
~ SaveChanges |
Selact which tabs to Portal Active (Users can Sign In): v
display:
7] News @ Communication

"Reply to” and "Send Alert to" Emall Address(es) (emalt emai2): il
V| My Account @ ? (es) ( ) )

Send Payment Alert: ]
V| Fees & Payments @

=

Updating your Websites Reply to Email address:

This is the email that receives email notification of a web registration.
1. GotoTools 1 Web Registration and Class Openings

2. Click on the Settings option located on the left hand side of the
page

3. Put your cursor in the Notification email field and enter a new
address

4. Save your change.

Notification Emails: ccamper@ackrabbtach com, meaper@ackez Regitration amai alerts wil be sent to your staff at the emall address specfied. You may specify mukiple
such as email @yourdomamn.com, emai2@yourdoman.com

..... 0 equre 3 Credt Card dunna regitration, or make it Qotional

Updating Event Notification Emails

When you have an Event scheduled in Jackrabbit it is possibly to specify a specific
notification email address. This is most likely to be the person responsible for the event
coordination.

1. GotoTools 71 List Events

2. Select an Event type

3. Onthe Summary Page enter a Notification Email

4. Save you r Changes.

TRy T e TS e T T

Maximum Size: 1 (Birthday Party=1, Private=1)
Calendar Background Color: (7]
Web Reg Form Graphic: (URL hitp i/ wwwjackrabbitciass.com/imagesliogo_ o )

Display on Website: NO  * (display on your wabsite calendar)

See the managing Users Section to learn how to change an email address for a
particular User ID.
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Emailing Families / Students [/ Instructors

Note: Emails will be sent in TEXT ONLY format. It will not support special formatting (bold,
underl ine, centered, etc). You cannot send an attachment in the email. We recommend you
upload the attachment to your website and include a link in the email your clients can copy

& paste into their browser.)

1. Highlight fAFamiliesd on the main menu and select th
2. The system di splays the AiMass Email 0 page.
3. Please follow the non -spam guidelines.
4. You have the option to send the email to Parents / Students / Instructors, Parents  /
Students, Parents Only and Students Only. (See fiSendi n¢
section to email only Instructors)
5. When you have completed inputting the information,

and the email will be sent immediately.

The 1l ist of O0Reepslsye sBmaciolmesddirrom t he addresses fo
Profiles for your  organization.

»

Other criteria that can be used to email families are: location (single or multiple)
primary instructor, class meeting day, specific class or group of classes, Family Member ship
Type, e -payment Type, e -Payment Schedule, Source.

Emailing Families / Students / Instructor for Birthdays

If you wish to email students for Birthdays or email Families about offering Birthday Parties,
you can do so form the EMAIL FAMILIES screen:
1 From the Main FAMILIES drop down Menu 1 select Email Families
T Enter a Studentés Age or Birth Month
1 Enter the body of your email

T Submit the email

Email Templates

The 4 main email function (AEmail Familieso, AEmMail Cl
Event now support HTML and Text formats. For short reminder -type messages, users can

continue to send text  -format emails quickly. But if they want to style the text with coloring,

fonts, etc they will waTheaHTMLoeditortbeing ased fdr ¢tlT Miting is the

same editor used for Announcements. This means you can now have styled, colorful emails

using AEmail Templ ateso.

Atemplate is a pre -defined email that can be reused and edited on -the -fly just before

sending Templ ates can be AtAexttw s efhtpmr mi ssion AEdi t Ema
controls access to editing templates (add / update / delete). Template Name max length is

50 characters.  Maximum size of the Email template (text or html) is 8000 characters. So,

this is not intended for sending out 1000 copies of a 5 -10+ page newsletter or a copy of

iChar | es Dinstdad priatéo.a PDF, upload to website and send out an

flannouncement 0 wi t hKedpihgrithe emaih smallmadiwithout attachments

increases the email deliverab ility to the intended recipients.
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This is a huge time  -saver allowing schools to put their standard text communication, form

letters, or any repetitious messages into a canned template. So, if the same email needs to
be sent to 10 different classes (and th ey cannot use Email Families), they can make and re -
useatemplatee. Users can also create a fistandard email o templ
standard header, footer, etc.
To Create Email Templates:
1. Fromthe Red Menu Bar, select Families 7 Email Families
2. Select the Gray Edit Email Templates Button
3. Select the Add template
4. Name your template, Email Type and add your text
5. Select the Add Template Button
6. The template will now be available to you in the template drop down field.
Emailing Individuals in Jackrabbit
In multiple places within Jackrabbit (search results, tabs, etc), a customer /contactds email
address may be linked (underlined and clickable) using the someu ser@email.com . The
Aimail tod protocol | aunches progtara is eéngtaled oma iybur corhpute er t
(locally, if there is one) such as fAOutl ooko.
If you wuse a web -mail client (where they login via a web browser - Yahoo mail, Gmail,
Hotmail, etc) , the customer may NOT have any email client program installed in which case
clicking the link may do nothing.
For others that have a registered email client such as Outlook or Outlook Express installed
but NOT SETUP, when they do click on an email addr ess link, this may trigger an email
client Asetup wizardo and prompt the user to please spi
name, password, etc. We cannot assist  you in setting up personal email.
If you wish to emailcustomes individually:
Youcan copy the email address and paste into the/ ATOO

program / browser you use.

OR
You can setup a local Email client program suc h as Outlook or Outlook Express. Jackrabbit
support cannot assist you in doing this. You should contact their ISP/ email provider for

specific instructions.

Emailing Individual Families

You have the ability to email students and / or contacts from the family page. If you have
the "Email Families" permission you will now see an "Email" button at th e top of the family
page.

Delivery Status Emails sent to you

Whenever you are sending an email from Jackrabbit, the possibility that you have an
incorrect or un -deliverable email address is there.
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A fADelivery Status Noti f i c asenttothecusiomeritizéajustadame r e al emai |
excerpt of the email as a fAstatus notificationd sent t
any delivery issues. These are fADelivery Status Notificationd ema
Jackrabbit mail server, and they only send the first 1000 characters of the email (enough

for identification purposes only

Specifically, what you sent me below is a fiDelayo noti
server could not immediately reach the recipient joeblow@yehoo.com _ and will continue to
try until Sep. 23, 2008 7:36pm. Notice the typo fAi@yehoo.comd which r e

i@yahoo. como.

This emailwill ul t i mat el y f ayeHoo.corh & c a g satidpdnd you will receive a
ADel i very Status Not i fi cdhkighappanswhénahe émait agldreds hasmma i |
typo, and these Delivery notifications help to alert you to the possibility of a bad email

address in your database!

To find t mai iishthalGlobal Search field (yellow textbox at the top -center of the

screen) and search on email addresses? Basically, any time you search text containing a

A@0 symbol, Jackrabbit assumes you ar @rysachingcohi ng f or e
i @ylreoo. como and you should find the bad email and can c

Sending Mass Emails Outside of Jackrabbit from your own ISP

You also have the ability to export all the email addresses within Jackrabbit to Excel and
from Excel, formulate groups for emaili ng.

1. Go to the Reports Menu

2. Select the Email Listing report

3. Run the Report and click the EXCEL link at the top of the report

4. From Excel 7 selectthe emails and paste them into your own Email Program

Jackrabbit is NO longer the sender of this email.

Emai ling a Specific Category of Class - Weather Closures

When emailing from Jackrabbit you can select any Category Value to isolate a certain group.
On the Email Screen you can select Category 1, Category 2 or Category 3 Values.

For example: If you have your CATEGORY 3 Value arranged by DAY, where the Category 3
value on the Class Page is the Day the class is offered, then you can email just a specific
DAY of classes.

1. From the Main Families Menu select the EMAIL FAMLIES screen
2. Enter your email information

3. Select a Category value

4. Submit the Email to be sent

Mass Email Note:

Sending a Mass emai l uses Jackrabbitdéds | SP, whi ch <can
ISP and could be blocked from delivery. (See FAQ section for other reasons your email was
not received.) Sending mass emails from your ISP may have a higher delivery rate. (See

Sending a mass email  from your own ISP / Outside of Jackrabbit in this section).
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Single Emails (clicking on a contact's / student's email link) already uses your ISP: It
launches YOUR emai l software, inserts the recipientbs &
from YOUR ISP.

To send a Mass Email (Email Families, Student, Instructors, Email class) from your
ISP:
1. Use the Student Listing, Family Address Listing or List Instru ctors report.
2. Once the listis open, click excel link to export to Excel
3. Copy / Paste the email address column into the email you have created on YOUR
computer and send.

Can | email an Archived Class?

You can email an archived class T you must restore it first 7 send the email and then re -
archive it.

How can | find a list of families with NO email address on file?

If you wish to find a listing of those families that do not have an email address on file:

T From the Main Families Menu T select 1 Families Advanced Search
M Select the value Has No Email = TRUE
M Click submit

Why arendét mass emails | send always received

Unfortunately there are multiple reasons why an email isn't received and 99% of them
cannot be researched by Jackrabbit. Some reasons could be:

1. The email was sorted to the recipient's Spam folder (so they don't know
they received it).

2. Theemaill was automatically deleted by the recipie
3. The User's Inbox is full and won't except any mo re emails until some are
cleared off
4. The user no longer has that email address
5. The recipients Internet Service Provider (ISP) refuses to deliver the email
because the | SP thinksé it is Spam.
6. The email address is mistyped in Jackrabbit (this can be checked out in
Jackrabbit)

Updating the NEWS tab in your Customer Portal

(You must have the Customer Portal Active on your Website to use this feature)

If you have information that you would like to make visible to all users in your organization,

you can post i t on your Customer Portal NEWS TAB. When Clients login to the Portal it is
the first screen they see.

To Update the Portal New Tab:
(You must make sure the News Tab Field has been selected for view)

1. From the TOOLS Menu, select Customer Portal Settings
2. Select the News and Announcements Tab
3. Selectthe EDIT link 1 enter your information and save.
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Sending a PRIVATE message to one family via the Customer Portal

You can also post an individual message to families via the Customer Portal

(You must have the  Customer Portal Active on your Website to use this feature)
To Post an individual Message:

1. Go to the Families Page

2. Select the MISC Tab

3. Inthe Customer Portal Login Message T enter your text.

4. The Family will see the message on their next login.

Viewing the  Registration Form once registration is complete

You have the ability to go back and view a Registration once it has been submitted. It is
stored within the Family record. To view this:

1. Go to the Family Page of the registration form you wish to view
2. Select the MISC Tab
3. Select the View Registrations Button

Il Onl y Registrations that contained an email confirmation will be
archived.

How can you e -file Registration Confirmations for existing?

There is a fAtransitionodo peri od oopyettheeir Mdsitation fosnt o mer s  h a\
and legalese acceptance viewable on their family page and older customers do not. You

cannot scan paper registration forms into Jackrabbit so it is necessary to keep those paper

copies on file OR have existing clients Fill out the QUICK REGISTRATION FORM from within

the database. This can be achieved by having a fistati
of time. This Registration can also be viewed as described in the above section.

NOTE: Make sure when families fill out the Quick Registration form i they select the proper
LOCATION and enter Address info, etc exactly to avoid the creation of duplicate families.

Perform ing a Mail Merge

MS -Word 2003 Mail Merge Steps

Cl i ck t he nkiteEexporéyour Family Address Listing Report to Excel

Cli ck TASkivilee Asd and save your file. Change fASave as t
Excel Workbook (*.xIs)

Start Microsoft Word

Click Tools T iLett ers and ANVeiilli nvesdg e O

Select Doc ument Type. On the right -hand side, you should have a AiMa
prompting you to @ASel ect document typeo. Choose fALa
document 6 at the bottom.

Starting Document. Click the fALabel optype and sliégkd | i nk a
Aok o. Click ANext: Select Recipientsd at the bottom.
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Sel ect Recipients. Click the ABrowseéodo link to browse
in step 2. Click fAOko on the fASelect Tabl edo window
Recipients 0 wi ndo w. Click the fiNext: Arrange your | abel sébo
Arrange your | abel s. Click the AMore itemséo | ink to
Fiel do. Li ke this:

Sel ect ANamedo and click Alnserto, Select fAMMOGIMey Adameéss
click Alnserto, Sel ect AStated and click Alnserto, Sel
ACl oseod.

Place your cursor between <<Name>> and <<Home_Address>> and press Enter to put
<<Home_Address>> on a new line. Repeat for <<City>> and ad d a comma between
<<City>> and <<State>>. Add some spacing between <<State>> and <<Zip>>.

Click the fAUpdate all |l abel sd button to apply the same
Finally, c¢click fAiNext: Preview your | abelséd at the bot:
Labels
2

Action => Reports & Family Mailing Labels

You have the ability to print Mailing Labels from Jackrabbit. These Labels use Avery 5160
Labels only. The address that pulls for these labels is Address found on the Family
Summary Page.

Printing Labels for Birthdays

You can print Student labels for a specific Birthday month. From the Reports menu T
Student Labels search criteria, enter a Student Birthday month. Jackrabbit will pull all
students with that month as a value.

Printing Labels for Students no longer enrol led

On the Family Labels or Student Labels screen, t hereis an opti on #ACurrently Enro
(Sel ect cl asslefs detl otwg 0iYes o, searches onl ylfsettamdent s A
ANo (previously enrolled), only seearlash Besmingtddwod ent s pr e

not. You can also set this option to (blank) meaning yol
in class or not.

My Labels / Statements are skewing

There is a print option in Adobe Acrobat Reader that can cause the skewing.

Run yo ur report (statements / labels, e tc),

This opens up Adobe Acrobat with your report

Click File / Print

In the "Page Handling" Section Make sure that page scaling is set to fAnonebd
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Importing Family / Student / Class / Enrollment Data

Jackrabbit has a  powerful feature to import data from an Excel spreadsheet. We have had

great success with extracting information from other systems and importing the data into

Jackrabbit. If you need help with this, just send us an email.

This import can be performed many times to add additional data (not to update specific

fields) and the data imported can be deleted. If you do not know how to get your current

information into an Excel spreadsheet, please contact us for help. 5000 is the maximum

number of records that ca  n be imported at a time. If you have more than this to import ,
you will have to separate the families into different files. We do not currently import

historical financial data or instructors.

Jackrabbit can do your import for you at No charge (we are cu rrently waiving the
$150 fee)! Please send an email to Jackrabbit Support by using the Support button and give
us your organization name as well as the current system you are using. Once we have your
files, imports can usually be completed within 48 hours

How to do an Import

1. Hi ghligh ATool so on the main menu and
it

t
Dat ao em.
2. This displays a page that has the instructions to download the
sample Excel spreadsheet and how to upload the spreadsheet
into the Jackrabbit system. Please read tab 4 with specific
formatting instructions for importing.

3. Once you have populated the spreadsheet with your data, you
can import the spreadsheet via this option.

If you have multiple families with the same last name , you will need to sort your
Excel spre adsheet by ADDRESS, then S AVE, and then Import. Doing this puts all the correct
family members together and it splits up the families that happen to have the same last
name: so the right fASmithod kids go to the right ASmith

|

The import feature does NOT have fdAduplicate checkingo. | f \
records of families who already existing in your database, (in an attempt to update contact /
student info) duplicate records will be created. There

»

Phone Numbers MUST be imported in TEXT format. To force this, place a single
guote in front of each phone number (ex: 7048954034)
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Deleting Imported Data

If the data import did not execute correctly, you can delete the data based on the date of

import as many times as you 1ike. This function, AiDel ete |
menu) typically only takes a matter of seconds and you can re -import the data immediately

after this deletion. This function removes ALL data imported on the date selected.

Executive Dashboa rd

Mivideo Help| . o tive Dashboard
»

Due to the sensitive financial information available on the Executive Dashboard,
only those Users who have permissions to see the Executive Dashboard will see it.
The Executive Dashboard is an awesome way to help keep management aware of critical
performance indicators.

1 Set the parameter / threshold values on the Settings link at the bottom of the
dashboard , click fASave Changeso button and the
accordingly.

T Cl i ck Refregh Dashboard 6 b ut themviewing the Dashboard to include all
updates in the results.

1 To see details behind each indicator, just click on the indicator.

—— " User: JJONES
CLASS Select fhe Executive Dashboard

Refresh button to
update all

& Video Help 1l Support ¥ Send Idea

Liaelum‘[v:‘ fresh

Current vs. Prior Year Revenue

Scroll to the bottom
of dashboard to
edit threshhold
settings

Persenal Task List

905 Ealan

1070 Total

Company Announcements
area - Fof inhouse users

"
Announcements £

———
' Enhancements ¥

Edit Dashboard Settings s
Ol Dashboard

\
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Edt Dashboard Settings

Grean Yelow Red
Enrolmant Totd: 100 5q (evoi < Yelku tresholdared)
Enrolimant Percentage: 75 5o (el < Yelow thresholdered)
Total Drops in last X days: 15 Days
Total Drops in last X days: 5 1g Dropskt » Yelow thresheldured)
Balarces Outstanding (30-59) days: 30 pays
Balarces Outstanding (30-59) days: 10000 15000 (Balences > Yelow thresholdarnd)
Balarces Qutstanding (60-89) days: B0 Days
Baarnces Outstanding (60-89) days: 2000 4000 @alsnces > Yelow thresholdared)
Balarces Outstanding (90+) days: Days
Balances Outstanding (30+) days: 0 gop Balmces > Yelow thresholdernd)
Brthdays Next X days: Days (defauit=10)

Save || Cancel

From the Dashboard if Users select the following any of the below links, the following
information is launched:

f Drop History (covers fATot al Drops in last X dayso o

1 Online Registrations (Class & Event T covers i Web Reagnd 8OT Rottal on s
Registrationsinthe | ast X dayso)

T Aged Accounts Report (from the dashboard, ¢his har
links)

1 Enroll Snapshot 1 (Enrollment Total and Enrollment % on dashboard)

f Customer Port al Log (covers the APortal Enrol |l ment

1 SourceReport whi ch covers fihow they heard about uso sele

T The ABirthdays Next X Daysday dRdgemrted)t ifg omo AlBo mg d

only 10 days. The report now runs the search based on the actual Dashboard
setting.

Alerts are slightly different and pull from reports under the Main Menu T Reports Menu and
are covered as follows:

1 Wait Lists for Classes with Openings
62 2-3 Absences in last 14 days

62 4+ Absences in last 30 days
0 Scheduled Trials (Enroll Type=Trial)
17 Birthdays next 10 days

Add

T The f Abs eink pltsromlAbsences / Make -ups Report otherwise if you are

tracking Attendance  (Dojo version, or where Track Absences=No) information is
pulled from the Attendance Report . If tracking attendance, It is important to
understand that: This is more of an  Attrition / retention value. The two indicators

are really Attrition  indicators. Meaning, they are attempting to show # of Active
Students that HAVE NOT ATTENDED in last X days. (see below)

There are 2 indicators:
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1. students NOT attending a class 2 -3ti mes in last 14 days,
2.4 or more times in last 30 days with this info, you can do follow -upstotryto
prevent possible attrition.

1 Scheduled Trials link uses the Enroll History Report
1 Wait List with Openings pulls from ( under the Classes menu ) Wait Lists with
Openings

Restricting  User s From see ing the Executive Dashboard

1. Go to ATool s0 menu and choose fiManage Us
2. Click AEdi't Permi ssionso |ink on that Us

3. Uncheck the fiexecutive Dashboardo boxo a

If a User does NOT have this permission checked, they will see an Announcements
Page.

The Announcements Tab

If your staff does not have access to the Executive Dashboard, they view the
announcements page. This is a useful tool to communicate updates in your organization or
policies and procedures. To update the Announcements page:

1. Fromthe Red MenuBar 1 select Tools T Edit Locations
2. Select the Announcements Tab
3. Click the EDIT HTML link and enter your text

4. Save changes

Setting up your Logo

(o2
\ Action => Tools 0 Edit Settings 00 Or gani zation Logod6 opti
You can upload your company logo from your hard drive into Jackrabbit. Your Logo will
display on your Statements and if you have purchased the Online Bundle, your Web
Registration and Customer Portal pages.

»

Your logo file should be GIF or JPEG format. It cannot be in PNG format. To
determine what format your logo is, right click and select PROPERTIES. Your logo should
not be taller than 2 inches or greater than 200 pixels in height. You may replace your logo
at any time by simply uploading another in its place.

Once you have placed a logo here it cannot be removed only ¢ hanged.

Page 34 of 182



Jackrabbit i User Guide

Hi ghlight ATool sd0 on the mai nSeftiegnsud aintde ns. e Iséocut

t h eOrganization Logo 0 Option .

Click thei magéoaldink in the Logo file: field.
Click ABrowseo to find your Il ogo file in the

Hi ghlight the logo file and click fiopeno. The

Fil eb6 fthed&plodd Ridenpage.

Click Upload . You will see the logo on the organization logo page

To test the size of your logo for Statements, Print a Family Statement and see how it looks (see

Resizing your  Logo

1. Open your logo from your hard drive - Right click on the logo, choose SAVE AS and
put it on your hard drive (remember where you put it)

2. Using Photo editing software (ex: MS Photo Editor, MS Paint, etc) Click IMAGE,
RESIZE

3. Click the down arrow on eithe r width OR height to bring down (make smaller) the
percentage size. (make sure the "Allow Distortions" box is NOT checked)

4. Save (remember where you saved it!)

5. Go back to Jackrabbit, TOOLS => Edit Settings =>Organization Logo and click the
Browse link to fi nd and select the logo you just changed and Upload .

6. Your new logo is now in place. Go through these steps again, resizing the
percentage. Saving and Reloading the new logo until you have the size you like.

Keep in touch with Recent Enhancements in Jack rabbit

Any time Jackrabbit releases an enhancement they are updated on the Recent
Enhancements list. They can also be found below your executive dashboard. If you want to
keep up to date on new features in Jackrabbit please review these regularly.
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Sect ion 4 d Advanced Features for Families and

Students
See the Getting Started User Guide on Basic functions for a dding Families, students,
and Contacts
Understanding Family and Student  Status & Active vs. Inactive

A family is ACTIVE when it has Students (remember Students are part of Families) who are
currently enrolled in an Active class. You cannotswittcha f a mi Istgtd@sdo Inactive if there
are enrollments.

In order to switch a family to Inactive status you m ust ARCHIVE the class that the student
is enrolled in (see further information on archiving classes in this document) or by dropping
the student from the class.

A Student is ACTIVE when he or she is enrolled in an Active class. To make a student

inactive , the class they are in must be archived (they are then dropped and the enroliment
is put into their enrollment history) OR they must be dropped from a class.

If you switch a fa mily or Student status to Inactive, Jackrabbit will automatically switch
them back to Active (or visa  -versa) overnight.

Changing a Familyodés (last) Name

1. Go to the Family record whose name you want to change.

2. Click on the fiFamily Named button and input

3.Click the ASubmitodo button.

Duplicate Families

If a duplicate family is created, you must copy the information from one family to the other.
There is no AMergeo function in Jackrabbit at

Assigning a Billing Contact

By default when you add a contact to a Family they are defaulted as the BILLING CONTACT.
The billing contact is assigned this value for TWO reasons.

1. The address of the Billing contact must match the Credit Card address for e
commerce billing
2. The Billing Contact is the address used to send statements.

Families with TWO billing Contacts

Jackrabbit cannot split billing between families . The only way to process a different card for
a family (on alternate months for example) is to re -enter new credit card or bank
information on the Billing Info Tab of the family.
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Alternatively

the two families.

, you can create a second family for billing purposes and split tuition between

reposting the remaining amount on the second family.

Special Settings for Families

Flagging a Fam ily as a Problem Account
1. Go to the Family record you want to set as a Problem account.

2. Set

their iProbl

em Accounto

This requires manually changing the tuition amount on one family and

notes on the Misc Tab regarding the problem or issue or procedure to handle this

account.

If notes are present, the Misc Tab will be highlighted Red.

A problem family account will be highlighted in RED on the Family Listing and
Global Search Results pages. *Us e
all Problem Account famili  es.

Printing Mailing Labels for Birthdays

You can print Student labels for a specific Birthday month.
Student Labels search criteria, enter a Student Birthday month.

students with that month as a value.

Marking Families as Prospects

t he

Some business es findituseful t o mar k

To mark families as prospects:
On the Family / Account Page => Misc Tab there is a field labeled "Prospect” itis a Yes

field. This will help any

database and who has never enrolled.

Use the AAdvanc

families.

Famil ies - Advanced Search

Under
on criteria:

t

ed Searchbo

fAdvanced

families as

Searcho

From the Reports menu
Jackrabbit will pull all

fiprosp

under t he

under

ectso.

/ No

business development team in their efforts of tracking who is in the

Famil i

he AFami | fdema@hdv an c every Susetulrircfimdng farsilies based

1 Families enrolled in particular class CAT1, 2 or 3, Session
1 Search by Source, payment method, payment schedule, balance, Problem Accounts,

etc

T Families with a Fixed Fee or Fam

month
1 And much more!
Input info in any of the fields, click SUBMIT to pull back a list of families who match those

criteria.
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Deleting a Family, Student or Contact

st Drop Students from a Il classes, 2 ": delete all students,

Order is Important: 1
last: delete family
NOTE: Mass Delete : if you need to delete a mass of families / students (ex: all inactive

students), please contact Support (this can be done for you).

To delete a Family with students and current enrollment, you must drop the students from
all classes, delete the students and then you may delete the Family. Deleting a Family
deletes all contact for that family.

1. Using the fASearcho field at the t op /orflastpang e, i nput
email address (must include the @ symbol ) or home phone number (last 7 digits) in
the field and click the AGod button.
2 The system displays the AGI obal Skesiudenth / ddmtaxta | t SO s h
results page. Click on the appropriate name and the page will be displayed.
3. Click on the fiDeleted Button near the top of he pa
Adding / Updating Student Skills
»
You Must CREATE the Student Skill List first (see below) before you can add skills
to a studentds record.
1. From the student page, Skills T ab, click ADD SKILLS
2. Themainskilandanysub -skill s will be added to the studentéds
3. As the student achieve their skill, mark the date Attained.
Summary Classes Medical f eedback Skills Sires Absences Misc.
Student Skills
Pret Unirash
Catwgaryts Shills Sob- Sk Duts Started Outo Attsined s NHoten oy
Gymmashcs  Red Stwes w2reood [ wwinoee [ PONNTAOUM X
Rad Sty Vault t2rzooe 3 oo 3 JORHGADNIN | X
Red Staes Balasce Beam 1272008 4 127008 3 JORINEADUIH O
Rad Stes  Catwhes! 22008 N 1rnoos 8 JORNEADNN X
Rad Sy Manastand 12700 @ 17008 3 JORINESDUN

Thes 15 the "oid” skalls
eniry area It has been
replaced with the area

above

More.
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Pl ease Do not wuse the fALevel Attained, Date Attair
the bottom of this sc reen. This was the #Aold wayo of recordi
del eted soon) and has been repl aced 0byb obkithe toficBTUDENT S|
the screen.

SKILLS entered in Old area display (at the bottom) appear on Class rolls &

global search but does not save on the students screen always.
SKILLS entered in New area (top portion) are searchable under the SKILLS
SEARCH (under Student menuy Use ASkills Searchod under the Student

students with certain skills

Families Birthday Medical Information d Color Coding

On the family page if a student has a birthday in the current or next month the birthdate
field will be highlighted in yellow. If a student has any information on the student medical
tab, the student will have a small red cross next to their name on the family page.

If a student has any medical information entered the MISC Tab itself is red.

Creating / Editing Student Skills List

i\fiden Help

Watch the
»
This must be done prior to adding skills to a Stud
Student Skills can be used to track skills a student is trying to achieve or has achieved. The
main skill can have numerous sub skills (e.g. The skill of Tumbling can have sub -skills of

Cartwheel, handspring, round off)

1-Hi ghlightomni Ttolod smai n menu and sel ekitl theLin€Edo ti tS¢é md
2i Click AAdd A Skill o button

3 T Once the skill is added you can add Sub -skills by clieskkiindg ot e nfkSuobn t
Skills Editor Results page.

5 User Definable Fields for extra Student Information

There are 5 fields on the MISC . Tab of a Student record. These fields can be used to record
Aspecificd information to your organization.

You can edit the names of the fields by going to Tools, Edit User Definable fields.

5 User Definable Fields for extra Family Information

There are 5 fields on the Misc Tab on the Family MISC Tab. These fields can be used to

record Aspecifico i nformati on i mportant t o your or ga
consistent information entered here as you can search on these fields on the Family

Advan ced Search Screen.
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You can edit the names of the fields by going to Tools 1 Edit User Definable Fields.

Page 40 of 182



Jackrabbit i User Guide

Section 5 90 Classes: Basic Features

L] -
Watch the iVideo Help |

N See the Getting Started User Guide on how to Add Group and
Private Classes

Classes Page & Tab Descriptions

On the Class Page you will see the following Tabs:

Summary T This is where the foundation of the class is built. On this page you would
indicate Time and Dates for the class, Class Description, Attendance Max [ Min, Tuition to be
charged, Category assignments, etc. It is from THIS page that search criteria are pulled in

reporting and classes advanced Search.

Enroll List T This is a list of all students enrolled in the class. From this page, you have the
abil ity to Drop or Transfer a student. You also have the ability to indicate what TYPE of
enrollment a student has. For example, is the student a Trial or enrolled or a waitlist.

Drop List 1 This page summarizes the DROPS that have occurred for the class. You also
have the ability to indicate if the student actually completed the class or not. Whether a
student actually completed the c¢class is not on
However, NOTES and DROP REASON are found on the student enrollmen t history.

Absences / Attendance 1 This is where attendance or absences are marked for a class

Make -ups 1 This page indicates if there are any Make -ups scheduled for this class

Wait List T This page indicates if there are any students waiting for this c lass

Instructors T This page is where instructors are ASSIGNED to a class.

Lesson Plan 1 This page allows you to enter Class Lesson plan information. Use the ADD

LESSON PLAN ITEM button to enter information. If you would like to import Master Lesson
Plans from the Master Lesson Plans page under the Classes Menu, use the IMPORT MASTER
LESSON PLANS button.

Misc T This page allows you to make additional notations for a Class. Additionally, you can
indicate if the class is a Corporate Class (class can be linked to a corporate website) or if the
Class has any fAunitodo value or quantity that is

Adding Per -Day / Multiple Meetings Classes

Per-day classes are classes that meet multiple times during the week and students are
allow ed to schedule which days of the week they are allowed to attend. This is a common
practice in martial arts, summer camps and also for some team and open workout
situations.
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Jackrabbit does not yet have the ability to schedule classes for different TIMES (vs.
days). If you have classes offered at different TIMES of day. You must create a class for
each time. An easy way to do this is to use the COPY CLASS button located on the Class
page.

1. Hi ghlight @AClasseso on the main meintue na nadn ds etl heec t i A dhc
Classo page will be di splayed.
2. InputtheClass IDand | ocation and click the ASubmito buttc

page will then be displayed.

Class Rol|  Enroll Students| Email Class| Enter Absences Edit Wait List CopyClass| MassDrop| Costume Size Entry|
‘ Summary Enroll List Drop List Ab es Mal Wait List Instructors Lesson Plan Misc.
Class Meets on Days
Mon Tues Wed = Thu s Fris Sats Suns

Location:
Status Active

¥ [ (Cimss only available to Students from ssme Location)
s \ v ¥ (2f Active, will be bifled during Post Tuition Feas) ( Per-Day: N0~ H (gnroliment per day of week)
Class Name: Adult Dance (2)

T You will see the Per -Day field on the summary tab, cohtherge it t
Save Changeso button.

3
f

ClassRoll|  Enroll Students| Email Class| Epter Absences Edit Wait List CopyClass| MassDrop|  Costume Size Entry|
Summary Enroll List Drop List Ab es Makeup Wait List Instructors Lesson Plan Misc.

This box appears Mons
once the perday

sefting Is set to
YES and saved

Class Meets on Days
Tue Vied s Thus Fris Sats Sun

Per-Day Class Tuition
Print Refresh
2nd Class » |3rd Class = 4th Class « 5th Class » 6th Class + 7th Class +

50

Location:
Status: Actrve

- v N (Class only svailabis to Students from same Location)
v H (1f Active, will ba billad during Post Tultion Faes) (Per-Day: Yes ~ {enroliment par day of waek)
Class Name: Adult Dance (2)

47V You wi |l | now see a new table display on t heDagummary
Class Tuitiono.
The filst Classo tuition amount is the fee if a studen
Classo tuiti dhe teahieeu nfta student attends two days a week and so on.
»
The multi -cl ass di scounting feature in the HAPost Tui t

apply to these tuition fees.

Enroll List Tab 0 Class Page 0 Specific to Per Day Classes

You will also seethat t he AENnr ol | Listo tab now contains check |
week. This is how you indicate which days that students are attending. There is now an

openings value for each day of the week and these will be displayed on the class listings and

opening s reports. Class Rolls are also printed out for each day that the class meets.
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Private Lesson Classes

For RECURRING Private lessons (the private lesson meets the same day / time each week
and has the same enroliment each meeting), set up as Classes.
Note : If you want to offer a onetime only private lesson, set this up through Events.

See Events section for more details.
1. Set up each private lesson as a separate class with Max size = 1.

Naming the Class Tips: Be descriptive in naming your class with day, time, and
instructor.

Private classes suggested naming conventions:

If an instructor only teaches one instrument, suggested approaches would be:
Piano-Tue-Lisa-3pm 1 when viewing a list the order will be in Instrument / Day /
Instructor / Time

Tue-Lisa-Piano-3pm - when viewing a list the order will be in Day / Instructor /
Instrument / Time

If an instructor teachers multiple instruments, suggested approaches would be:

Tue-Lisa-3pm - 7 when viewing a list the order will be in Day / Instructor / Time
Lisa-Tue-3pm - 7 when viewing a list the order will be in Instructor - Day/ Time
2. On the class record include: instructor name, day, start / end time, fee, Max size =
1
In the O6descriptiond field include the class name anc

3. See fAcopying a single classodo below for tips on cr.
quickly.

Tips for Private Classes:
1 Class Rolls for a single Instructor: use the INSTRUCTOR SCHEDULE (button on the
Instructor page).
91 Daily class roll for multiple instruct ors: CLASSES fiAdvanced searcho, WEE

1 Multiple Instructor skills: On the Class Weekly / Daily / Room Schedule selection
page you can now select multiple Instructor Skills when searching for classes. An
example: If a family has two children that want to take piano and guitar lessons, you
can setup Instructor Skills showing which instruments each instructor can teach and
search on both. The Class Schedule will display instructors that teach one of those
instruments.

1 Instructor availability: This i nstructor availability enhancement will enable schools
that do private lessons to keep from having to setup empty place holder classes to
show when instructors are available. There is a new tab on the instructor page,
labeled Availability, which allows you to setup standard work hours and exceptions to
those work hours. This instructor availability can only be viewed on the Daily Class
schedule page. By setting up this availability , Jackrabbit  will allow you to see when
an instructor is available without extra empty classes.

1 Instructor Time Report: A new report has been added under the Instructors menu
that totals number of classes and total time per Instructor (total time is based on
class duration). For Private Lessons, report also shows if student was ab sent /
eligible for a makeup and the makeup student (if another student filled the spot).
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Private Lessons

when a private lesson (a class with a max size of one) has an enrolled student or a

makeup, it will display only the student's name on these schedules.
requested by several clients to make the

many private lessons on a page. Also, if a student is designated to be absent on a
day, the class label will revert back to the class name for that day only.

: weekly / daily schedule: Now on Weekly / Daily / Room Schedules

This was
schedules easier to read when there were

Private lessons; weekly view: The Classes => Weekly & Daily class views now show the enrolled
student's name for private classes (max size = 1) when hovering over the class name.

Private Lessons with Consistent Times and Days

If you hold
spot to different

consistent

up to date and the appropriate student name will display.

private classes at the same time each day, but want to offer the
students you can do this. The Weekly schedule will keep the information

For example: If your organization offers Swim or Voice Classes every 30 min each day of

the week, you

can create Afwi ndowsoO on t he cal

private classes by category).

Example: 9:00

-9:30 Monday - Friday.

endar .

John Smith wants every Monday and Wednesday, Susie Jones wants every Tuesday and
Thursday and Mary Martin wants Fr idays.

Benefits:

1

f
f
f

Considerations:

f
f

The individual student enrolled in the Class WILL show up on the Daily

View.

If no student is enrolled the class name will display.
The Per Day Attendance WILL show which class is available also.

If a student is marked

name 1 signifying it is available for enrollment* (see considerations)

The billing amount or tuition fee must be the same for all
words ficl ass Full 6 wi Icileen shes gou hopep evarrit. o n
However, this is only important on days when the Class name appears vs. the

student name i the class is NOT FULL on these days.
When enrolling a student you must UNENROLL THEM on the days they do not wish to

The

attend.

! Weekly

absent for one of the days, the class will show as the class

The stude nt remains enrolled for the length of the class session unless they are
market ABSENT on the days they do NOT wish to attend.
If you wish to schedule another student on a day where the initial student is absent
I you must enroll the new student as a MAKE -UP.

How to program Consistent Private Lessons:

PobdPR

From the Class Page select PER DAY=YES

Input all other relevant class information, days of the week, description, etc.
Set the Maximum Class size to 1

Enroll students as normal = remember you must UNENROLL th

days they do not wish to attend!
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Hard Fixing a class size Maximum for makeupos

For organizations tracking absences (not attendance) and scheduling ma k e u ,pydws can
now control how Jackrabbit handles the rules of scheduling ma k e u pddshonor ing class
max size. This setting can be found under Tools -Edit Settings. Historically, Jackrabbit
trusted the user in allowing single ma k e u pgodegceed class max size. You can now set a
hard limit of O (cannot exceed max size), 1, 2, etc, so that if the class is full, there must be

an absence (an avail. spot) on the desired date in order to schedule a makeup for that date.

To set a hard Class Maximum Size:

1. Under the main TOOLS menu I select Edit Settings
2. Fill'in the Class Size Makeup limit
3. Save your changes

JACKRABBIT

CLASS Class: Consistent Schedule Private Class

+ Return h ¥ Save Changes = Delete | % Video Help || Support

Case Pl | | Eowol Suderts | | EmsiCless | | EterAsences | | EMWsiist | [ CopyQass | [ MessO| Per Day enrollment is accurate
Summary Enroll List Drop List Absences Makeups Wait List ors Lesson Plan Misc

selected for students ¢ t Enrol
1 2 tecord(s) found. Pt Refiesh )
#»  Students Ages cal i M+ Tus We The Fs Sas Sus Dayas Absents EnrollDates Type + Future Drop«  UseriD» Balances « ‘
|1 Susie Jones J '} 2 07/28/03 | Enrolled v 7R, JORINE | Q09
{2 | tohn Smith v 71 2 07/2819 | Enrolled v o JORNE | 040

Per-Day Class ODENingS: won Tue wed Thu Fri Sat Sun
Days attending MUST be e O N IO )

Schedule View:

Prav] Weekof: 832009 T [Next] Show Students: Add b C

Openings Ondy: !
Tigr: Dovbre Chck on & Time Siot to Add & New Oass
Monday Juseday Wednesday Thursday Enday Saturday
T BI302008 BER00S 2202008 BE2000 2712002 R82003
Sam 00 This class is
Sam 00 These classes are booked by John Smith and Susie Jones M.T every week for the available for
7am 00 class session length. enroliment
am 100 -~
9am

1
a0 Snt Euse Jows ] Joha St § 7 ] 1 LT
|
|
|

Using the fASearch Classeso field at the top of pag
class andclick t he AGoo0 button.

The system displays the #AGI obal Cl ass dsstatiBelar ch Re:
session / categories / age range / max & open slots and class fee. From here you can

also enroll a student into the class.
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Placing an asterisk * before letters in the class search field will find classes with
that word (letters) anywhere in the class name.

Searching for Classes with Openings
Under the CLASSES menu, there are 4 options to see classes with Openings:
1. Advanced Search (see details below)
2. Openings: Lists classes showing enrollment, openings, % enroliment, class details

3. Class Schedul e: search page allows yowntgdfand cl

other criteria.
4. Monthly schedule: displays a calendar showing class names with number of Openings
in parenthesis
(Also see Wait Lists with Openings.)

Classes Advanced Search: Weekly, Daily & Room View

This is a search tool that provides tons of information! You can use this search to
1 Find open slots in your scheduling (and add a class into that slot from the same
screen)
1 View open slots in your instructor schedules
1 View room availability
T View enroll ment (names, openinggeslassabsences,
1 View classes based on skills

Classes must have the following to display on the weekly / daily views: Day of the
week selected and Class Start / end Times

1. Go to CLASSES Menu , click Advanced Search.
2. Enter Search Criteria to find specific classes or leave blank to pull back ALL classes.
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Select Location:
Session:
Status:

Instructor Availability Note:
Category1:

Category2:

Category3:

Gender:

Classes with Openings Only?:
Classes Starting From Date:
Tuition Fee From:

Display on Website?:

Instructor(s):

Instructor Skill(s): |

Active v

A3a Sss

|Aalan Alest
|Abbie Ackerman

Allen Tumner v

Ballet and Tap Ta
Ballroom Dance =)

|Chearleading/Gymnastics
|Concer Pianist
|Dance/Theater & Shows ~

¥ Age:
~ Per-Day Classes Only?:
| Through Date:

No

Through:
~ Allow Web Registration?:

N Weekly /Daily Views: For best display, make sure your classes have start dates, times and Cat
ructors have a last name, For Color-coding, edit your Class Categoryl drop-down (under Tools) to set Categoryl colors.

egory1l set, Days Class Meets set, a|

# Submit

# Weekly View

# Daily View

*# Room View

Click the button at the bottom relating to how you would like the results

displayed:
The layout of the class information presented will dep end on the view you choose ( Daily,
Weekly or Room  View) .
SUBMIT Output FORMAT : Displays classes in a list
Locs & Class s Status + Session Times « Instructors «+ Catls Cat2s Cat3s+ Gndr: Ages: Rm.i Opens Max Sizes+ Dropss Waits Tuitions
Dates s Sizes
RT  Enroll |Private Guitar Active - Private Both Floor #2 [] 8 8 1
: Ce=ug
RT  Enroll Drums Active |October - Private Both | 4 - 100 | Studio #1 0 1 1 0 22.00
Drum Lessons 10M2/07 - Lessons
T Click the AClass nameodo |link to go to that class rec
T Click fAiEnroll o |Iink to enroll students into that cl
T Click the énumberdé in the SIZE column to go to that

WEEKLY VIEW Output FORMAT
Displays classes in a week long calendar format
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g: g;u: Active Prev|  Week of: 12/1/2008 [3 [Next| Show Students: Add New Clss  Priot Settngs CH
Class Category 1: Private Lesson | Criteria Entered for Date span to view

Openings Only: No searching

Class Start Date From: 7/1/2008

Tip: Double Tick on 3 Time Slot to Add & New Class

J201j2008 @ |  122/2008 @0 | @ 12/3/2008 @ | L | 120302008 0 | @ jp/efgoos f 0 j2/7/2008 0 |
Al Day

Sam 00
Gam 100 ( Clicking on an empty
7am :00 ===1 time slot allows you to

3 1 create a class
Sam: | 00 Private classes display y X h— — :
Sm | 00 5 _/ |nameifFULLorclass § : vt 5 : 2
10am | 00 name if not booked
l!nrn R S o A e cecesctcccedi e e——————— et et et e e scecsseccsccsmcssemeesnes

15 |

130 T ) ; ' ) )

@ | — ) Hovenng over a ciass
displays the information

lom 100 anan;l es.u:n - 30 min siot (8} and allows you to

- 1245 PI-1.45 PH = EN e class
2o0m :00 kcstegory. Private Lesson ENROLL haolg the class
3pm 00 iSize:8 Open:8 Wart0 page
4pm :00 Room ‘

. Meets: Tue
Spm :00 Fee
fom 00 nst
7om | 00 Enroll
8pm :00
Som 100 |
10pm :00
11pm 00

Monday Tuesday Wednesday Thursday Eriday Saturday Sunday
12/1/2008 12/2/2008 12/3/2008 12/34/2008 12/5/2008 12/6/2008 12/7/2008

T Change the date (O6WEEK OF6 field) to display diffe

buttons
1 Use your mouse to hover over a class name and details will be displayed:
1 (Class name (links to class), Times, Catl, current size, openings, waitlist, room,
days, fee, Instructor)
T Check SHOW STUDENTS box to display enrolled student
T Private Classes (max size=1): I f full, the student

opening, the class name  will display.

I Multi -student classes (max size >1): the name of the class will display on the
calendar.

1 Classes with openings will show number of openings after class name in Parenthesis
(ex: Pre -Ballet (1) )

T I'f thereds an openi ng, hoseedethilbteenfolestudeat{s) 6 | i nk i n

1 Double click on a time slot to add a new class

T Number of openings (8), Absences (3a) and Makeupods
name:

1 ex I-'-'\‘-'——I—U—L'—18 S, Im

1 For Color -coding classes based on CAT1, edit your Class Categoryl drop -down

(under Tools) and set the color.

DAILY VIEW Output FORMAT

Asingle dateds <class schedule displ ayEe dolymndarest ructor
dynamic and will shift to the left based on which instructor has the most activity.

’
. FortheDay Cal endar, the column order of Instructors is
meaning the most active instructors having the most classes appear first. After Class count,
they are sorted alphabetically by Last name. This was done to reduce the need to scroll the

window left -right.
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|Crat: Ga) = Print Satt
Cloos Statia: Acive t;.! Search Criteria qulez 12772008 [ |GO, [ Hide Istructors with no Activty @ TR T S —
el

[Class Category 1: Priva

y:
[Class Start Date From: 7/1/2008
Tip: Dovble Chek on a Time Slot to Add o New Class

Instructors L Uinassigned D, A E. Alson | A Appledy | S, Archer L. A. Atest B.
Abraham | Aty
) Pax s Wrtng v ok Vos Von
Peccascn,
Baler and

Pecascs, (Trumpes | Syrihesser
PMasic Wrizeg E, ~thasoer

S, Beny | D. Bochrran | C. Brandon

we Pretze’

Skills

(el
I
4

-

| Sam | L T s Caell Do et e o] [ M| Fra] L
| Gam | 00 | :
| 7om | 00 | 1 1 [[masmmans) paamanar AN IEMANNN! (RO |V NDOSERANT| SRNRORRMN (MNIRAN
| 8am | ouble Click a ime slﬁ

19:'"‘“ \‘ to add a class

IR .

Hﬁ BlE lﬁ = §|§ élé §|§ SHQ

Read bullets under WEEKLY VIEW description (above)

Change the date to display different dayés cl asses
Check AHide Instructor w/no activityodo box to hide
that day

I nstruct or 6 s/ bleck oat dagsnwill be visible (set on Instructor screen,

availability tab)

Options to 6Add New CIl as s bendtimesifandisplayset ti ngs (start
ASettingso link in the upper rightUosdradasecdDainmgw &s &
the starting time and endin g time to something more specific than the 5am T 12am

range (which is the default)

e [

ROOM VIEW Output FORMAT: a single datebs class schedul e displ a)
Similar to the Daily View, the column containing the Room with the most activity will shift to
the left.

Criteria 3 Gal dd a New ¥int Clase
Class Status: Active Search Criteria Day of; 12/7/2008 )| fgg Options Add a New Class Print Close
Olass Category 1: Private Less)

Openings Cnly: No

Oass Start Date From: 7/1/2008

jp: Doubde Click on & Time Stot to Add a New Class
Room [pance StudiofDance StudoPance Studi|Dance/Pano| Gym1-A | Gym1B8 | Gym2A | Gym28 [ Practce Practice Practice
Rooms 1 2 3 Studio 3A Room B4t | Room G- m Middie-
Shap c
:00 sca s -

Sam

<00 |
7am 00
<00 |
Sam R

1 Read bullets under WEEKLY VIEW description (above)
1T Change the date to display different daydés cl asses

The order in which rooms are entered on thi s display are:
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T The first column is always the fiNo Roomo col umn m
been assigned to a room.

T After this, Room columns are in the order of their
(highest to lowest). By default, the roombs ficlass count o i
AfActiveo classes meeting in that room on the sele
already started and not yet ended (or no end date). So, for example, if the class
set to meet in room AStudio 10 has status=Active

Date<=Today) and has not yet ended and (today being Tuesday) the class has
AMeets Ono=Tuesthag, cbhens a 1 cl ass Ifthisroomsom ASt ud

the most active today, it will be the left -most column.
My Weekly /Dai ly cl asses view wondét Display [/ Prin
To associate colors with each CAT1:
Go to Tools => Edit Drop Down Lists , choose O6Class CAT16, and click the

color, save changes

I f colors are set up, but will not Aprinto in color:
In Internet Explorer, click on the fATool s0 menu, click
tab.

Scroll down until you see the APrinti nlglkk, fo wackgroundrcolors to print, the

option APrint background colors and i mageso must be chi

Creating Class Lesson Plans

Go to Classes Menu, Master Lesson Plans option

To add a new Lesson Pl an, CPRliako AiAdd Master Les
Name and Submit

To add items to the master lesson plan, click the Lesson Plan link and click

the AAdd Lesson Plan Item0 button.

5. Save when complete. Use the Green Arrows to shift the order of the items in

the Lesson plan.

PodPE

Adding a Lesson Plan to a Class Record

From the class page, click the Lesson Plan Tab and cl
button.

Youcanalso useAdid Lesson Plan itemsod button from the Lesson

Copying Classes 0 Individually or Many at a Time

Copying a Single Clas s
1. Go to the Class record you would like to copy.
2. Click on the ACopy Classo button near the top of tt
the new Class Name.
3. You offered to copy the enrollment from the existing class or not.

4, Click on the ASubmit Classd button and a duplicate
be created.
’
This function does NOT copy the enrollment. If you select Copy family tuition
transactions (drop down value) only students that are CURRENTLY enrolled wi Il have
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transactions copy. Also, ONLY transactions that have a Student Name and Class Name will
copy. This is how Jackrabbit distinguishes the transaction for this class.

»

You can create several new cl asses wi t h this fu
Classes0d0 under Classes Menu to make changes to all t he
going into EACH CLASS, making changes, saving T going to the next class, making changes,

savi nogeic. é.

Copying a Session of Classes: Copy Classes

You may have many  classes that make up a session. When you are winding down one
session and ready to begin enrollment for the next session (e.g. Fall session to Winter
session), you may want to use this function to save time. Copy Classes, under the Classes
menu will mak e a duplicate of all your classes from the old session and put them into the
new, including copying enrollment and drop students from the old session, if you choose.

You must first create your new session item name |
(Tools , Edit Drop Down List).

1. Highl i ght ACl assesd on the main menu and select th
ACopy Classeso page will be di spl ayed.
2. I nput the appropriate parameters and <click on the

classes will be created.

Note: The option: Copy Family Tuition Transactions will copy ALL transactions associated
with the class you are copying. For example, this might include a Registration Fee. If you
do not want to copy all of these transactions set this to NO.

= When copying classes and the associated enrollment, be mindful that Make ups, Future

enrolls and Future Drops do not copy. You should run Absence/Makeup report, Enroliment
Detail reports for a listing of these entries first.

Copying prior Tuitions when copying classe S

If you wish to copy the tuitions posted to each family in a prior session you can. When
Copying Classes there is an option:

Copy Family Tuition Transactions: Yes/No
If this is set to YES, any tuition transactions that were posted in the prior session and have
the CLASS name assigned to the tuition posting (automatic upon enroliment posting or
when Post Tuition Fees is run. This is NOT automatic if the POST FEE button is used on the
family page). You should only use this feature if the tuition values will be the same.

You must know the Transaction Date for the Original Tuition Postings.

You can also use the DROP UNPAID FAMILIES feature to delete people who have not paid
their tuition by a certain point in time.
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Editing Multiple Classes: Edit All Cla sses
The best way to edit many classes at one time is to
the Classes menu. This edits multiple classes without having to go into each class record
individually.
1. Click AEdit All Classes0o fuom under the Classes
2 The Edit All <c¢classes fASearch Criteriado screen is
3. Using these fields, Choose the classes you need to edit and click Submit button.
4. The list of classes that meets your search is displayed (see below), make all the edits
toalltheclassesand A Save Changeso.
=\ JACKRABEIT N =
I)ANC E2 Edit Classes
& Return | fQSaveChangesI ‘Vldeouerlpr ¢
Ve omes] 15 cluswes found Excel Print Refresh
Locs  Classs Instructort Status Mewots Dimplay on  StartDste StartTeme Categoryt MinAge Room «
Inatructor? Seasion » Sun,  Website EndDate EndTime Category? MaxAge «
Instructord » Mon., Dwsplay o RegStartOste « Ouration « Categoryd «
Tue. Online
Wed. Reog.«
Thu,
.
Sat s
o Balet B [Amy Allen v [Active [0 ives v 4 00p Raliet v {Room 1
i v [fan 3 B 5 S:00p "
[ e I: ] ~ ~
L]
@l
O
O
T BALLET TAP COMBIATICN [Jostwa Whse v [Active [ ™ w| ler1zoa7 |8 40074 aiiot v 4 [Hoam'T
} v [Fo |03} e snezms | <:00FM {Begumer v
[ = 0 siezeot @ W w — =
O
0
O
!
Costume Size Entry for a Class
This area of Jackrabbit was created before the Costume Module. The Costume Module
provides a much more comprehensive area for inputting measurements and ordering from
vendors.
This area DOES NOT relat e to the Costume Module and should be considered for reference
only.
1. Highlight AClIl asseso on the main menu and select
2. Select one of the classes |listed. While viewing
Si ze Ehbuttany 0
3. The class enrollment list will be displayed. Enter the known clothing sizes and known
measurements.
4. Save Changes
5, The fiCostume Size Reporto is under Reports menu
set to fiseed this report.)
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These measurements must be manually deleted / changed. They do not
automatically delete when the class is over. Option: send an email to Support to request
mass deletion of sizes for classes that have ended.

Deleting / Archiving / Restoring  Classes
What Does Archiving Classes Do?
Archiving Classes takes an ACTIVE class and puts into TERMINATED status. Depending on

the settings you select, it will take the class drop the enrollment and put it "to sleep".
Can | restore an Archived Class?

If you need to restore an archived class you can always restore it if necessary. However,
you can only restore one class at a time.

To Restore an Archived Class T go to the LIST ARCHIVED CLASSES under the main Classes
Menu. Select the RESTORE link next to the name of the archived class. Alternatively, you
can restore from the Class Summary Page of a restored Class T next to the Status field T
select the RESTORE button.

Why is it important to Archive Classes instead of just Drop Students and change
the sessions and dates on a class?

If you simply "modify" an existing Class and drop the students from it, the re isno
ENROLLMENT history recorded for your organization. By dropping students through the

Archive process, you put the student's  enrollment, into their enrollment history. This also
ensures you have important historic, statistical data on your enroliment that can be

retrieved in the future.

What happens to the transactions for a family if | archive a class?

Nothing 6 all transaction history is kept the same. Archiving C lasses does not Impact the
Student orthe Family information. The only difference is that once a class is Archived,

you can no longer Post Tuition Fees to these classes through the Post Tuition Fees Function.
Additionally, their enrollment changes from current to Past.

What is the Best Way to implement this process?

In simple terms, and this may differ by organization, you should COPY existing Session

classes using the COPY CLASSES function under the Classes Menu. The New Classes should
have a New Session an d New Dates.  You can even choose to copy enrollment if you wish!

Once the old session is complete, you should Archive the old session. Now you have New

Classes ready to receive enrollment or continue with existing enrollment! You have
Enrollment histo ry created for your previous session and you are ready to go!

Deleting a Class
Deleting a class deletes it from the database and cannot be retrieved.

1. Go to the Class record you wish to delete.
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2. Click on the fiDeletedo button neasystamhwdl verifpthe of t he p
action and then delete the class.

Archiving Classes (Terminating)

You will want to archive a session of classes once it is completed. Using this function, you

can archive a whole session, category or single class. Once a class has been archived , the
classes will no | onger show wunder List Active Cl asses
enroll mentdo for the students. Once Archived, these cl

menu, List Archived Classes.

1. Highlight fAClasseso on the main menu and select the

2. The AArchive Classeso page will be displayed. Fill

3. You wi || be taken to the #AList Archive Classesd res
classes.

To un -archive a class, Find the Class using List archived Classes, Click the Class
Name link, and change the class Status, Save Changes.

Archive Classes does the following:

1 Updates the class setting and sets Status=Terminated

1 Deletes any students on a wait list for this class

I Updates every enrolled student not already dropped (including future drops) by

settingDrop Date to todayés date (Today being EST dat e)
Drop Reason = Class Terminated

)l
9 Drop User ID tocurrentUser ID

The Student Status is not checked / updated immediately. Overnight, the status is updated
if they are no |l onger in any classes to filnactiveo.

You do not have to Mass Drop and the status will get updated automatically.

I See the Reports section of this document on enrollment status:
on the distinction between true drops, completed, early drops and
actively enrolled.

If you archive a class that has any Future Enrolls in it, restoring it will also restore
any Afut ur é& seeRutucelEhrdl®in  this user guide for more information.

Can | email an Archived Class?

You can email an archived class i you must restore it first i send the email and thenre -
archive it.
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How do | transition between an ending session and a hew session

Towards the end of 0 ne session and before the new session begins there will be a time
when both sessions are active in your system (because the old session is still in progress
and you are enrolling for the new session).

Use the ' CopfyurCdtaisesresdwnder t h(eee €dpyasSession omEasses) to
create your new session of classes and copy over your enroliment from the old session.

Once the old session is completed and you have finished posting all tuition fees for classes

in that session, U wurder tha classes$ (see Sectiom 8: Aikhiving Classes)
menu to archive the old session. You do NOT have to drop students from a class you are
terminating

IMPORTANT: This function should be performed after one or more classes
have been completed. It removes current enrollment and therefore should be run
after recurring billing for the session is over.

The Archive function removes enrollment (will not appear on Drop History report)
and will appear as Past Enroliment on the Student page.

Restoring Classes

I f you have ARCHI VED a cl ass, you have the ability to
To RESTORE an archived class

1. From the Red Classes Menu i List ARCHIVED CLASSES

2. Select the RESTORE link next to the Class. You will be asked to confirm the
restoration

3. The Class Status is changed from Terminated to Active.

You can only Restore Classes one at a ti me. There 1is
You can also Restore a class from the SUMMARY page.

1. From the List Archived Classes page I selecta class
2. From the SUMMARY page 1 selectthe RESTORE button next to the class status field.

Class Rolls

To print multiple rolls at one time, please follow these instructions:

1. Hi ghl i ght ACl assesdmuomanidhe emaich méfiea NiE€ selectian Ro |l | s
criteria page will be displayed.

2. Click on the appropriate selection criteria and options and the class rolls page will

then be displayed. You may need to hold the @ACont
ASubmito button t o-upblekesssftwgr® u.r pop
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Note : Absences / Make-ups will only show on their respective day and within their
specified date range.

A Supplement to Class Rolls: The Enrollment Detail Report can be an excellent report to
supplement the class rolls. Fields displayed include: stud ent phone / email, contact phone /
email, emergency contact, student medical fields, special needs, immunizations,
transportation, grade level and user definable fields.

Class Rolls are displayed as a .PDF file, so Adobe Acrobat Reader is required to
view and print them.

The option to Print SKILLS on Class Rolls is currently linked to the OLD and soon to
be eliminated Skills area (see updating student skills in this User Guide). The enhancement
to link the Class Rolls to the NEW skills area has not been made. Please check the
Enhancements Report for this future enhancement.

To easily print one class roll, please follow these instructions:

1. Highlight AClI assesd on the main menu, select the @
listing will be display ed. Click on the appropriate class name and the class page will
be displayed.

2. Click on the fAClass Roll o button and the class rol
need to hold the #fAControl Keyo while clicking on
your pop -up blocker software.

Note: Class Rolls are displayed as a .PDF file, so Adobe Acrobat Reader is required to view
and print them.
Tracking Absences / Tracking Attendance
@) Video Hel
Watch the P

»

Jackrabbit defaults t o tracking fabsenceso (exc
Attendance).  You cannot track BOTH absences and Attendance i itis one or the other.

The theory is students are present more than absent, so marking only the absences is less
admin istrative work for your staff.
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It you prefer to track Attendance, please see note below and
contact Support.

Recording Absences (for databases tracking Absences)

L

Go to the Class record for which you are entering absences.

Click on the fAEnter Absenceso |ink above the row of
3. Verify the DATE of the absences you wish to enter for this class (click the calendar

icon and select date).

n

4, Each enroll ed student is displayed. Check the AAbse
a. Note: you may want to schedule a Make -up while recording an absence (see
Make - ups)
5, Click the ASave Changeso button and the system wil

records saved (in RED).

Deleting Absences

1. Gototheclass page - click on the absences tab.

2. next to the students name there will be a number of absences

3. click on the NUMBER and the red delete x is there - you can delete and then reenter.

’

Switching from one tracking method to another not recommended as the

previously entered e@xnf oi fi syodithihdadveenodbhegn tracking absenc
switch to tracking attendance, the previously record al
(but it is not LOST). Please contact Support@jackrabbittech.com ifyou need to fAiseeod
hidden info.
Recording Attendance (for databases tracking Attendance, ex: Dojo)

You cannot Enter makeup Classes when you database is set to track Attendance
instead of Absences.

=

Go to the Class record for which you are entering attendance.

Click on the fAEnter Attendanceo |l ink above the row
3. Verify the DATE of the attendance you wish to enter for this class (click the calendar

icon and select date).

N

4, Each enrolled student is displayed. Check the AAt
absent.
Track Attendance with your Barcode Scanner

i\riden Help

Watch the
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NOTE: Your database must be set to Track ATTENDANCE (not Absences, which is the
default).

Barcode readers all ow students to scan a card with a bar code and their attendance is
tracked and time stamped.

This feature uses the Student ID (field at the bottom of the Student Page) as the barcode

number . This feature works with most barcode readers and does not requir e any specific
reader and only requires the reader to send the barcode number and an ENTER key after
that.
To use Jackrabbitdéds Barcode Scanning feature, you wil/|
1 - A barcode scanner (not provided by Jackrabbit)
Barcode equipment partner -www.BarcodeFactory.com - (888) 237 -8525 - They

have been in the barcode business 13 years and provide all the equipment and

supplies for barcode scanning.

Suggestion : CS9101 Barcode scanner: An inexpensive reliable scanner great for

attendance tracking available from Barcode Factory - CS9101 Scanner data

sheet (this info is also found on JackrabbitDojo.com

2 - Barcode labels - If you need to print barcode labels we can provide you a PDF file so you
can print barcodes on Avery 5160 labels. Just send us an email requesting the barcode

number range and we will email you a PDF at no cost. ALTERNATIVELY, you can find the

PDF document on the ~ www.jackr abbitdojo.com _ site under the FEATURES tab 1 Attendance
paragraph.

Getting Started

Associate each student with a barcode number
1. Assign each student a barcode number on the STUDENT MISC TAB
2. Save the barcode number on the esherudent 6s record ei

1 putting the cursor in the Student ID field and scanning their barcode (the number
will display in the field)
1 manually typing the number into the field. Do this for all the appropriate students.

Set the Attendance Barcode Options

1. Underthe TOOLS menu, choose fAAttendanc(®emBmberccache Reader 0O
System User ID must have the Bar code rbexahieeked toispeghismi ssi ono
option i see manage user permissions)

2. The Barcode Options  window wills  pop-up. Make your choices for the following
fields:

Attendance Date : defaults to current date. Use calendar to change date.
Show Family Info
NO: ( Facing the Student mode) displays: Student picture, name, age and classes
YES: (Facing the Owner mode) displays: all above + family address, phone,
bala nce, problem acct status
Mark Student Present for
All classes: Marks student present for all enrolled classes that day.
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Single Class: Marks student present for a single class

None: | ook up option only (ex: verify menkership),
Page refresh  / timeout : number of seconds the student info is displayed before resetting
for the next student.
Launch Full screen : default is checked (yes)

Your setup is now complete. You are now ready to take attendance via barcode scanning.

Launching Barcode Scanning for USE
Under the TOOLS menu, choose AAttendance Barcode Reade
A blank Attendance Page will appear

Attendance Record For Tuesday, March 11, 2008

Barcode Number Entry

Enter Student ID:

Student:

IActive:
Location:
\Gender:

Age:

To take attendance
1- With the cursor i n tDve ffikentder SStaddemtr students can
manually enter )the st udent 6s barcode number .
2- The field will display the number and the screen will change to show their
information based on your settings. (see below)
3- The screen will auto -reset to accept the next barcode number.
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Attendance Record For Saturday, December 06, 2008

Enter Student ID: 55555

Student: Jack Bunny

Yes
Class Room  Start Time End Time

Room Start Time  End Time

Family: Bunny

Active Balance: 0
Enmmmmmmxmy
Problem Account: No

NOTE: st udrmea)daéssnamesand family name are LINKS that will take you to those
records within your database.
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Section 6 d Lead File

Jackrabbit allows you take partial  information from inactive or otherwise dormant families
in your Jackrabbit database and move it to a Lead file. This process allows you to
subsequently remove inactive families from your Main Jackrabbit Database which is a cost
saver to you. Remember, Ja  ckrabbit charges you on the number of active and inactive
students in your database.

By allowing you to export partial information, you can still contact and market to these
families. You can also restore this partial family information back into Jackrab bit if
necessary. You can keep an unlimited number of leads without increasing your Jackrabbit
Subscription rates!

Basically, The Lead File allows you to:

T Store & Track perspective customerds information fo
1 Mass Email all families  in the Lead File with the ability to exclude specific families
1 Mass Export all lead file information to an Excel Spreadsheet

1 Print Mailing Labels
Information Tracked Per Lead:

Information being Tracked Per Lead:

Family Billing Contact : Contact Name, Co ntact Type, Contact Phone, Contact e -mail.
Family : Address, Work Phone, Cell Phone, Notes, Family User Defined Fields, Date Created,
Location, Family Balance upon export, Family Source T how did you hear about us.

Student : Name, Student Phone, DOB, gen der, student e -mail, the last Class Student was
enrolled in (placed in notes field).

Information Not being Tracked Per Lead:

Family: Financial Transactions, Majority of Contact information (see above)
Student:  Enrollment and Majority of Student Informati on (see above)

NOTE:
Once you Archive families to the Lead File, the Family Page and Student Page
(including all additional information) is GONE. As a safety valve, Jackrabbit forces

you to export this additional information into an Excel spreadsheet t o be managed
by you on your own computer.
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Archive Family to Lead File

WARNING - The folowing data vl be PERMANENTLY DELETED:

o Transactions
e Ervolment
& Majority of the Family, student and contact detals

The following data will be moved to the Lead File;

Biling Contact Name, Phone, and Emal

Famiy Address

Famiy Notes

Family User-defined fislds

Famly Balance

Student Name, Phone, Emal, DOB ang Gender
Student's Last Class

MOTE: 1t is recommended to SAVE the Family data to a fle before moving the Famiy to the Lead File
| BpottoFe | | Cancel

User Permissions for the Lead File

There are 5 User Permissions (Tools I Manage Users and Permissions) that allow you to
access the Lead File.

Lead File email i Has access to email leads

Lead Filei Accessi Has access to view and search existing Leads only
Lead File Managei Has access to edt/delete/archive/restore a lead
Lead File Mass Archivei Has access to perform a mass archive

Lead Filei Export Leadsi Has access to export all leads to a file.

All o r some of these permissions MUST be active in order to properly use the Lead File.

There are Four Options in creating Lead Files:

1. Add aLead to the Lead File T this is not an existing Jackrabbit Family. It would be
supplemental to your Jackrabbit Leads

2. Individual Family Move to the Lead File i From the Family Page i1 select the ARCHIVE
FAMILY button to send that Family to the Lead File

3. Mass Archive 1 Based on selection criteria, move groups of Families to the Lead File.
4. You can import Lead Information from other databases (Excel Format) into
Jackrabbit as an Import and then archive them to the Lead File T this allows you to

keep all your lead information together.

There are two ways in which you can restore partial family information BACK into
Jackrab bit. (see note above on Partial Information )

1. This can be done Individually using the RESTORE FAMILY button on the Family Lead

File Page
2. Re-import Family Lead File information back into Jackrabbit T This allows you to
move a group of families back into Ja ckrabbit with only their Partial Lead File

Information restored.

Page 62 of 182



Jackrabbit i User Guide

What does a Lead File Look Like

Once a family has bee n placed into the Lead File their information looks like the following:
Families Students Classes Events Instructors Transactions Reports Tools
JACKRABBIT Uzer: JORINE
CLASS Lead: Jones
& Return I[ v Save Changes H 7 Delete ' Restore Family \ ‘? Video Help w ‘h Support ‘ [79 Send Idea }
[Chick an item below | Contact Info Phone Numbers & Addresses
Getting Started First Name: 09, Last Name: j,.cc Home Phone:
List All Leads .
Search Leads Type: pother - Email: =1 Work Phone:
Add Lead (multi-emai example: emaill; emai2) Cell Phone:
Mass Archive Student Info
Email Leads First Name: 0 Last Name: j0c Address 1: 1234 Made Up Street
Export Leads
Gender: ale Student Phone: Address 2:
Birth Date: 3102000 4] Email: = Qty: Examplevitie
(muli-emai example: email; emai2) State/Prov: Zip/Post Code: 12345
Additional Info (user-defined fields) Family Info
s Lead Created: 5/3/2010 Created in Jackrabbit: 4/10/2010
Exclude from Group Emails: Family Name: ;.o

Location: jg) +
Source: wepsite -

Previous Balance 0.00

Searching or creating a List of Leads

To get a listing that  you can print or view of all your lead files:
1. From the Main Families Menu I Select the Lead File Option

2. Select List Leads or Search Leads T For searching Leads 1 enter the search criteria

Adding a Lead to the Lead File

As mentioned earlier T there are s everal ways to add a lead.

To add an EXISTING family into the Lead File You can do it from the individual FAMILY page
and select the Archive Family button or to add
your database)

1. From the Main Families Menu T select Lead File
2. Select the Add Lead option from the left hand side
3. Enter a Family Name i Fill in the information T save.

To do a Mass Archive of families to the Lead File

=

From the Main Families Menu T select Lead File

Select the mass Archive option on the left hand side

3. Select your criteria: Location, Families Created Prior to, Families that have not had a
student enrolled since, Families that have not had a transaction since, Families
imported on, Balance Criteria.

4. You are provided with a list of f amilies to preview.
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5. Submit 1 the detailed family information is GONE T on the lead file information
remains.

To email families in the Lead File

To email Families in the Lead File:

From The Main Families Menu I select the Lead File Option
From the options  provided on the left, select email families

Insert you template information and/or create your email information
Send the email.

PowbdpRE

To e xport Lead File Information

To export the information in your Lead File:

From the Main Families Menu I Selectthe Lead File Option

From the options provided on the left T select T Export Lead File
Choose your Format

Export the Lead File information.

PP

To import information INTO the Lead File

If you have information outside of Jackrabbit with additional Lead File Family information
you can first IMPORT the information into Jackrabbit (see how to do an import in this
document) and then do a mass archive of this information into the Lead File.
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Section 7 0 Enrollment Types for classes

Basic Enrolling

ividen Help

Watch the
»
See 6Cl ass Management Tasksd section for Enrolling
class
Enrolling
1. Using the ASearchod field at the t op /ooflastpnangee, i nput
email address (must include the @ symbol ) or home phone number (last 7 dig its) in

the field and click the AGood0 button.
2 The system displays the AGI obal Skesiudenth / ddmtaxcta | t SO s h

results page. Click on the 0ENRGldedgt liheg anktheon t he a
enroll student page will be displayed.

3. Active classes (with the same Location as the Student) with openings will be

displayed.
4, Choose a class by clicking the Aenroll o link next t
5. A Pop up window will prompt you to enroll without p
Post Feed) dr Pestoffleeaff il out fields and click AF
6. Repeat Steps 4 & 5 for each class for the student.
7. When enroll ment is compl ete, click the fAiCloseodo | ink
Other ways to Enroll
T The O6Enroll & | ink next to the Studentds Name onr
Tab
T 6New Enroll 6 button on the Studentds Record
T 6Enroll & link on Global Classes Search Results
»
Enrolling a student in a class makes their status
»
Post Fee following enrollment . After you enroll a student, you are pro mpted to
POST FEES for that student. This is helpful if you are initially  registering students in a class
or have posted tuitions to all other students earlier in the month. If you post the tuition
fee, it is charged to that franPOSTYTYITION EEED(Monthly I f you t|
billing) for that class, they will be double charged! Consider the timing when accepting this
prompt. See fiFees / Paymentso Section for fiHow to Post
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Droppi
(See
1.
2.
3.
4,
Link
»
Use the

ng a Student from a Class

6Cl ass Mbasalgednemacti on for Dropping Multiple Stude
Using the fASearcho field at the top /orflastmange, i nput
email address (must include the @ symbol ) or home phone number (last 7 digits) in

the field and click the AGod button.

The system displays the AGI obal Skestudenth / ddmtacta | t SO s h

results page. Click on the appropriate student first name and the student page will

be displ ayed.

Click the ADropo Ilink on the appropriate class enr

page will be displayed.

When you have completed inputting the information,
You can also drop a student from the Class record, Enroll me nt Tab. Click o6Dr
on the studentés row.

If you need to Delete a Drop record , do this from the class page, drop list tab.
Delete link. Save Changes.

Al'l ODroppedd students will be reflected in the Dr

Transferringa  Student to Another Class

1.

No ok

Using the fiSearcho field at the t op / orflastmang.e, i nput
email address (must include the @ symbol ) or home phone number (last 7 digits) in
the field and click the AGodo button.

The system displays t he A Gl obal Search Res Ulstudend / €dntactsi ng f a mi
results page. Click on the appropriate student first name and the student page will

be displayed.

Click on the #ATransferd |ink on the appropriate ¢
student p age will be displayed.

Click on the ASearcho | ink and active classes that

Choose a class by highlighting the class and clicking on it.

You wi ||l go back to the Transfer page, Click the fS
6Transfer Claveqéas 6/ fRal d. This field should be set

been charged and / or paid for the old class and now that they have transferred to
another c¢cl ass, youbd [ ar pagmenthoebe Imked to thes neva clads
instead of the old.
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When transferring a student from one class to another, Jackrabbit keeps the
enrol |l ment history of t he ol d cl ass i n t he Student 6
enrollment in the original class was made in error, you can delete it.

Enrolling a Family a s a oTrialo family

You can enroll students into a class with an enroliment type ATrial o. There is a
Quick Registration form in the student area that must be set. To do this:

From the Quick Registration Form:

1. Inthe Student section set the TRIAL option to Yes
2. Select a Future Drop Date that is the day after the trial.

If the enrollment type is equal to Trial and the drop date is in the future, then the student is
displayed on the Class Rolls with the word TRIAL in front of their name.

Editin g the Enroliment Type

To change the enrollment Type at any time:
1. go to the studentdés page and select the classes tal
2. Under the enrollment type column select a new enrollment type from the drop
downs provided.

Tracking Trial Enroliments

After the trial was completed, you may run any of the three enroll reports to view trials:
Drop History, Enroll History and Enrollment Detail. Just make sure you select "Trial" for the
Enrollment Type

If a Trial became a student, then you can erase the "Drop Date" from t he Class Page and
change the Enrollment Type to "Trial -Enrolled". That way you can track the number of trials
that became students.

If a Trial did not become a student or was a no show, then leave the enroliment type as

Trial and put in the Drop Reason as to why they did not sign up. That way you can track the
number of trials that did NOT become students.

There is a new Dashboard Indicator labeled "Schedule Trials" and this displays the
number of upcoming trials. This is defined as any trials that have a drop date of today or is
blank.

Future Enrollments

Your database has the ability to do enroliments based on a future date. This feature must
be turned on in your database for you to do it.
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To Turn on Future Enrollments for your database:

How Future Enrollments Work

If you have turned on Future Enrollment
students.

_Enroliment Details

7 Q 0 | 0

Openings Wait List  Future Drops Future Enrolls

Enroll Date: 4112010 4

Enroll Type: cniolieg - You can enter a
date in the
Future Drop Date: 0| fitore and &
future drop date.
Encoll | | Cancel

1. Fromthe Main Menu i Select TOOLS

2. Select Edit Settings

3. Scroll down until you see The Allow Future Enroliments Option
4. Select YES

5. Save

6.

You must now LOGOUT and back in for this feature to be active.

s you will now see a new box when enrolling

Family View of Future Enrolls

Now you can see any Future enrolls on the FAMILY summary page

Families Students Glacses tvonts Instructors Transactions

CIASS

Reports Tools

Family: Bunny

F Rotwn < Sove Changes 7 Delete

0 rocord(s} found. Fxt  Retaant

Contastns  Types  Mume Moos « VAors PHoos « CotMmonss  Emade Bl Logine  Pooe Ueentl e Last Logn +

Famiwm | Fomes || Rmeows | . Sowed T A oy Asa Lartsa Favty lwwm . | sl
v ¢ Enroll Tramsactions  Rilling Infe Minc
Primary Contacts

Litthe Gunn, i U Fermale

No Data Avallable
Students
2 records) found.  Pixi  Befeh)
Pt Rane s Last Bame s o *  AMtiens Genders ButhDotes Ages Grmies Tmobed Classes -
Fhupgy Bunrny B ¥ Fernate Fier Olan(30)

Firt CanalS0), Seconst Clara(B)!

Student View of Future Enrolls

Now on t he STUDENT®O s summary
Enrollment. When selected, it shows you the class and date:
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Deleting Future Enrolls

Per the screen above i from the student page i select the View Future Enrollments button T
select the red DELETE X on the screen to remove the future enrollment . OR, from the
FAMILY page, select the FUTURE ENROLLS link (shown above) and delete with the red X on

the Future Enrolls page.

Class View of Future Enrolls

When you have future enrolls, the Class Weekly / Daily View changes to include the
following acron yms: FE i Future Enrolls, FD i Future Drops
o i Week of: 4/5/2010 Show Students: [

Ppenings Only; No
[Vip: Double Thick 00 3 Time Slot to Add & New Class

A

Reporting on Future Enrolls

You have the ability to pull a report with a list of all pending Future Enrolls.

1. From the main Reports Menu i select the Enrollment Detail Report
2. Select the active Class Session value

3. Select Enrollment From and To dates T IN THE FUTURE.

4. Select Current Enrollment Type: Enrolled
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5. Submit

Future Drops for student

A dropping a student from a class indicates the student is no longer taking classes. If the
student has stopped attending one class to attend Temsferitoheghoculads she a
used.

NOTE: This can only be done from the Class record.

1. Using the fASearch CIl ass @a® inguf the klass rame ahdclkck t otpe o f
iGood button.

2. The system displ ays etsheSefaGlcdhb aRe sQllassso results pag:¢
appropriate class name and the record will be displayed.

3. Choose the Drop Date by <clicking the small cal enda
on the row of the student to be dropped. Click SAVE CHANGES button.

The student will remain enrolled in the class until the drop date chosen. The system will
automatically drop the student from the class on the date entered.

If you needto Edit / Delete a Future Drop Date , do this from the class page, enrollment

tab. De lete the current date or, choose another date using the calendar. Save Changes.

Reporting on Future Drops

You can pull a report of all Future Drops.

1. From the Main Reports Menu i Select the Enrollment Detail Report
2. Select Dropped From 1 Through Datesint he Future
3. Submit

Dropping All Students from a Class

(See OF/aSmiuldyent Tasks6é6 section for dropping or #Afuture
a class)

1-Highlight AClasses0 on the main menu and select the I
27 The system displays the ALiIist Classeso Ipamgddhe CIl i ck ¢
class page is displayed.

3iClick on the fAMass Dropo button and the fiMass Dropo |
4 7 When you have completed inputting the information, click on t he ASubmito button.

Scheduling Make  -up Classes

L)
vid Hel
Watch the ] Video Help

1. 1'f you have just entered an absence from the CIl ass
name to go to their record to record a makeup
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# Return [ Save Changes
— Schedule make-ups\
Absence Entry from the from the student page makeups, go to Student page Absences tab.
CLASS page absence tab Print Refresh
¥ . Date » Eligible VNMEl
for Makeup?+

1 Lomaine Can 12/712008 =
2 o 127008 3
OR use fiSearcho field at the vardentdp @fagpage to find -

2. While viewing the Student Page, click on the AAbsen

3. Click on the fASchedule Makeupo | i-mwukandioputithecat e a ¢

make -up date.
’
—
The make -ups scheduled for a class are | istutpsofor t

tab.

»

T

Jackrabbit Allows the override of scheduling a Makeup for a FULL class. In order to

do this, you must schedule the makeup from the Absence:
Editing / Deleting a Scheduled Make -up class for a Student

1. Gotothe Makeup cl ass record (either Go to the Studentds |

AAbsenceso tab.
2. Click the Makeup Classes link to go to that class record OR use Class search field).

3. On t he HAunpaskale ofthe Makeup class record, use the calendar icon to Edit the
date of the makeup OR you may REMOVE the makeup all together by clicking the
link.
New Fnroa}
Family: Carr  First Name: Lomaine Middle Initial: Last Name: Canr
Summary Classes Medical Feedback Skills Sizes Absences Misc.
Print Refresh
1 Awblkf Cllsgl Eilgbblorlhllﬂm- . lhklupolw- Illkpugcbsg- 'loh!n ) .
1 127712008 PS 3 daycamp Wk / Schedule Makeup Will calt next week Remove Makeup |Dslete
NG IN

This screen bangs up the
weekly calendar of ACTIVE
classes and the number of
absences makeups for each day

the class meets

Remave the makeup
without hawing to
delete the absence
record

The screenshot below of the Class Adv. Search Weekly View shows you how a class will

appear with absen
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t

Wa

t

Li

t

Li

gx::g:m: Active Schedule Makeup for Pf#%| Week of: 12/1/2008 F] [Next! Show Students:
Operings Oriy: No
*Classes daplayed based on: Days dass Meets, Start-End dates and tmes. A quick way 10 update your dasses s via "Edt Al Classes” from Classes menu,
Al Day
fLeyel2 B) | jafi=Cae | fTon-Gu 0} ]
hm~6uta () | Je ] fets ots
i |
B { - If the class has any absences or
: _u_?’ti,(D make-ups, the cou?ﬂs will appaar
4 Catagory Tot Ability Chackiisd _ 3fter the openings count
= - Size 8 Open7 Wait0 a"=absences, "'m"=make-ups
. Room: Room 1 ——
Gam 00 u22|s TL?:WW Fri ‘/
7am | 00 oom Hon (199 fea:20
nat
- Schedule Maksup
ann',s; |
OO
;15
Wait Lists
Adding a Student to a Wait List
1. Highlight AClI asses0 on the main menu and navigate
one of the options.
2. While viewing the Class Page, lioklanddhe WaitiListErtre A Edi t
page will be displayed.
3. Click on AAdd Student to Wai't Listo button and
displayed.
4. Click on Search link and select a student. Inputting notes is optional.
5, Click on the fASubmit onelw waittlistinforhatons ave t he
Enrolling a Student from a Wait List
1. Highlight AClIl asseso on the main menu and navigate
one of the options.
2. While viewing the Class Page, click on the AWai't
3. Click on Enroll link  beside the appropriate student.
4. The student will be enrolled into the class and deleted from the wait list.
»
,_'_/
Studentés can also be enrolled thorough the f@AWai
Openingso functions
Deleting a Student from a Wait List
1. Highlight #AClI asses0 on the main menu and navigate to
one of the options.
2. While viewing the Class Page, click on the AWai't
3. Click on Delete link beside the appropriate student.
4. The student is permanently deleted from the wa it list.

Searching Wait Lists
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You may search wait lists by using Search Wait Lists, Wait Listings and Wait List with
Openings under the Class menu.
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Section 8 - Ensuring Accurate Revenue Reporting

In addition to understanding HOW to post Fees and Payments in Jackrabbit  (next section) , it
is important to understand that HOW you post fees and apply the payments , directly effects
your revenue reporting. J  ackrabbit has a proprietary accounting system. It is important to
understand and implement this system properly in order to retrieve accurat e revenue
reports.

Jackrabbit works off a concept <cal |lleFdesandPaykentsa g Fees an
arenotli nked , Revenue is not assigned and is considered UNAPPLIED.

For example: if you want to pay your Water bill , typically you assign a Water Company
Payee in your banking software to direct payments there. Once your payment is made,

your statement shows that you directed your money to pay your water bill. Similarly, If you
want to show where your revenue was directed in Jackrabbit, you have to assign proper
Category 1 values and ensure you direct the money to a fee(s) that ha ve this category 1
value.

If a Fee is not assigned a specific Ca tegory 1 value, revenue is not ¢ ategorized and

shows as NO CATEGORY on your revenue reports.

Y

Before entering in any Fees or Payments it is necessary to add transaction related
drop down fields (se e Getting Started 1 Edit Drop Down Lists). Transaction related drop
downs are: Category 1, Transaction Types, Transaction Subtypes and Payment Methods

How Revenue is organized by Location

Please see the Locations section of this User Guide for additional information on Locations.

All Revenue is organized by FAMILY location and not CLASS Location. Families are assigned
a Location Value and Classes are assigned a Location value. If you post Fees to a Family In

Loc: Meadow for tuition in a class that is assigned a Loc: Prairie and the Fee is then
linked and paid off. When running a Revenue Report, the revenue will be found under Loc:
Meadow.

The Importance of Category 1

In the Getting Started User Guide there is a section called Editing Drop Down Lists. One of
the Drop Down List values that is extremely important for revenue recording and
organization is the Category 1 Value.

The Category 1 value is populated on the Class Page so that when Fees are posted for a
specific class, that value is assigned. It can also be added to any Fees that are manually
posted through the Post Feebs button, the Post Annual
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button. The reason this value is provided is
insert that revenue and late r report on it.

As well as being extremely important for revenue organizing purposes, Category 1 is also a
sortable drop down value that can be used by your staff to find specific classes and is also
viewable by your clients to find classes during Web reg istration (it is standard to allow them
to view it, but can be optionally removed). Category 1 is a specific genre or area of
schooling offered.

For example:
If you are a dance school it may be: Tap, Jazz, Ballet.
If you are a swim school it may be: bubble babies, diving, stroke.

If you are a Gymnastics School it may be: tumbling, competitive, recreational
If you are a Dojo it may be: Little Dragons, Black Belt Competitve, Karate

So, Category 1 has TWO purposes. It is responsible for categorizing your revenue and also
the first value offered for sorting your classes. This means that you must create Category 1
values that are mindful of both purposes.

Here are some visual examples of where you and our clients will see Category 1 throughout
your da tabase:

As a searchable Value within the Database to bring up all classes of a certain discipline:

_Search Classes >

& Vidos iy | 10 Sagpent

Lsation (St e o mwer by el S (T by

Bace

s Baven
—
et

oty TN . Cmey > R . Sy

N RS

Clawrs (vding Verem | T

Tt Cmatand frosmn B Tveasd Sotn

Thasm M= 0oy Daw W P Pt St S

Within your database the Classes: Weekly View (calendar of all your classes) can be color
coded by the Category 1 value placed on the class (see classes section of the User Guide):
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On your Revenue Reports 7 Money is organized by Category 1:
(see more information in this section on Financial reporting)
Date: 1/52011 11:28:53 AM Paid Fees Summa Page |
Loc: Frony ¥ mesghTR2011 Pmt
(€att) PmtDste _FamilyiAcct Trans Type Note. Tax Gty Amount
~No Category- Foos with Mo Cast 1
- d L Wo
swtond ot Total for; Registration 4+ 000 0.00 36200
Total for: Tultion Fee 000 0.00 235.56
Total for: ~No Category-- 000 0,00 597 56
3 Yoar Olds Transacton TYPES
are =4l avsiable on
Total for: Tuition Fee Fnencial Repons!!! 000 0.00 150.00
Total for: 3 Year Olds 0.00 0.00 150.00
Preschool
Total for: Tuition Fee A 000 O.00 100.00
Total for: Preschool 0.00 0,00 100.00
# of tems: 1" Total: 0.00 0.00 847.56

Many organizations wish to break down their Revenue by Transaction Type. If this is how
you would like your revenue organized then you must use the Category 1 value as the
Transaction Type. Keep in mind that Transaction Types (different drop down value o
by Jackrabbit) are available on financial reports so the information is there, but
Transaction Types themselves become organized by the Category 1 value. If you use
Category 1 as your Revenue Organization then you may want to consider hiding th
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Category 1 values on your website and organizing your Class Registration by Category 2 or
3.

Understanding the I mportance of oLinkingo

There are two terms in Jackrabbit that are important to understand:

LINKING / LINKED : The term Linking or Linked refers to a Payment that has been
properly applied or assigned to a Fee. The result of accurately linking fees and payments is
recorded on revenue reports and is assigned into designated categories .

For example, if you  receive a $10 payme nt for a piece of merchandise, you do not want that
$10 to show up under a tuition category of revenue. Rather you would like that $10 to
show up under a m erchandise revenue category . You m ust apply the $10 to the Fee that
has the Category 1 valu e of Merchandise assigned to it . Once applied, the two are LINKED.

APPLIED: The term applied is used to describe how a payment is properly assigned or
Aappl i edo thathasa proper Category 1 value assigned to it.

You can always m ake a payment, but if you do not tell JR what you want to pay off then it is
considered unapplied and will show up on revenue reports as unapplied revenue.

What it looks like:
When a FEE is first posted to a Families 6 transaction page, it is not LINKED until it has a
payment APPLIED to it. This is easily recognizable by the PINK area in the date paid

section:

See the Diagram Below. It is an example of a Family that has a FEE that is awaiting
Payment.

Family: Martin

Changes | 2 Delete % video H

Fee created by
using the POST
FEE button.

Post Febs | Paymert | | Statement Famby Nome | |Emed

Summary Contacts Misc

View Trnsaction Hstory

Bakance: 150.00 (Current Outstanding Balnce) Unpaid Fees remain l

pink until TOTALLY
Last 20 (Most Recent) Tral paid off,

Pt Rofag

Do « Typo s Subs Types Amts Orig Amts Disc Amvts Nate « Pt Maths Chke s Dute Paid »
111/4/08  Tution Fee 150.00 150.00 0.00

s ClasaEvent s Users
2 Junior Mary JORINE Egit De

Balance: 150.00 (Current Outstandng Balnce)

Once a PAYMENT is applied to the FEE the pink box disappears and the date paid is inserted
in the date paid field (see below). Additionally, if you click the edit link next to the
PAYMENT the payment has two pieces of information that detail the Payment is Linked to a

Fee. The Pink Date Box will no t be replaced with a date until the ENTIRE fee is

paid off.

The screen below shows you how to apply a payment and select which Fee you want to
apply the payment to, hence linking them.
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After selecting the PAYMENT button on the Family page you are presented with the follo  wing
Screen:
CEK‘§ § Payment Transaction Entry sl
| savechanges | | < E-Payment&save |
Family/Acct: Martin Balance: 150.00 View Transaction History Applying Payments to Fees
876 Martin Road You can payoff specific fees

by clicking in the Apply Amt
- you can click the
on below.

Home Phone: 555-6543

This is where you enter
the payment amount.

This box will default to

Trans Date: 11/4/2009 [l print Receipt the entire outstanding Pmt Amount
Pmt Type: payment (Credit) ~ Subtype: ~ Method: Check - balance. 150.00
Note: Chke:

Apply Payment to Oldest Fees First

Date Type Subtype Note  Student Class Orig Amt Discount  Tax Amt Apply Amt
11/04/09 Tuition Fee Mary Martin First Class 150.00 0.00 150.00 0.00
Cinhe' select the Apply Payment to Oldest
Fee First or click in the Apply Amt Box to
direct where the funds should go!
To investigate a linked Payment, From the Transaction page, click the EDIT link on the right
hand side. The Transaction notes will tell you what FEE the payment is linked to:
LLA§S—\ Family: Martin
Payment created v
 Return | 1sing the PAYMENT 7500 i ™ & Video H
Summory Contacts Enroliment Billing Info Misc T EBT o vien e
: — — - linking information
[ Vew Tansacton Heey | and modify
Balance: 0.00 (Curent Outstandng Bance) PPos b 0o longer piak N information
[t g .
Last 20 (Most Recent) T Fee has a date paid
pong  Rafrech when COMPLETELY
Oate s Types  SubTypes Amts OrigAmts Disc Amts Notes Pt Meths Chikes i + ClassiEvents Users
{l)?ﬂl"ﬂg Payment '-150.00' Cbe(k 1,040 | | IOM Eda ' Del
{11049 | Tuition Fee 15000 15000  0m Check 1104709 Jezz Junioe Mary JORINE Edg Del
Balance: 0.00 (Curent Outstanding Balance)
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IACKM”"
CLASS Edit Transaction

l + Save Changes | 0 print Receipt

Family /Account: Martin
876 Martin Road

Balance: 0.00 Hm. Phone: 555-6543
Post Date: 4442000 )

Type: Tuition Fee (Dedit)  ~ Sub-type: 5

Linked

pwmenu Show This fee has payments against it. Amounts cannot be changed without first deleting

thi related payments. To view related payments, click the link at the bottom of this window,
is in

Ilapaymem is *| 15000 oOrig. Amt:| 15000 pisc. Amt: 0.00
NOT LINKED this Fax: I”—O~€TO

will not
tity: | 000

L

Payment Method: .. v Check #:
Note:
Date Pald: 1142009 i (blank=unpaid) Unpaid Amt:[ 000
Class Category1: jaz junior v Session: =

You can pwdent: yu iatin v Class/Event: -
view and
edit the
assoclated

FEE hero

seriD: JORINE

View 1 related Payment(s) [ UnlinkFas | ———{ UNLINK to ro-apply .

The Blue Link at the bottom can actually be selected to show you which Fee the Payment
was applied to:

-mmmmmm-m

Edit 11/4/2009 Tution Fee 150.00  150.00 11/4/2009 JORINE

You can also EDIT the transaction from this link!

Unlink Fee and Re  -apply Payment Buttons

On any Fee or Payment there are two very important buttons that will help you with
ensuri ng your payments and Fees are linked. The buttons are the:

Unlink Fee Button 1 found on the FEE transaction page. You will see it after clicking the edit
link on the right hand side of the fee. You can also see what payment this fee is linked to

bycicki ng the fAview related paymento button next
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Eﬁéag Edit Transaction

|~ save Changes | | U print Receipt |
Family/Account: Martin
876 Martin Road
Balance: 0.00 Hm, Phone: 555-6543
Post Date: 1140000 (A
Type: uMerchandise (Dedil) ~ Sub-type: Clothing -

This fee has payments agamst it. Amounts cannot be changed without first deleting
related payments. To view related payments, click the link at the bottom of this window.

Amount:[ 1000 orig. Amt:| 1090 Disc. Amt: 0.00

Tax: [—(TBG
Quantity: [ 100
Payment Method: . v Check #:
Note: | sotara
Date Paid: 11142009 [ (blank=unpaid) Unpaid Amt:[ 000

Class Categoryl: front Counter Merchandise v  Session:
From the FEE page - can
unlink the Fee from the
payment and also view
the payment that was
made on this fee.

Student: oy Man v Class/Event: Y
UserlD: yorine

View 1 sefated Payment(s) || UnlinkFee |

Unlink Payment Button I Found on the PAYMENT transaction page. You will see it after
clicking the edit link on the right hand side of the payment. You can also see what fee this
paymentis | i nked to by c¢licking the Aview related

Reapply Payment Button i Found on the PAYMENT Transaction page. You will see this after
clicking the edit link on the right hand side of the payment and after unlinking the payment
from a fee. This button allows you to re -direct or re -apply this payment to any or the same

Feeo butt

fee. Once you click this button the Aunapplied amount

you what funds can be applied.

JACKRABBIT
LASS Edit Transaction
|+ Save Changes | | O print Receipt
Family /Account: Martin -
876 Martin Road
Balance: 0.00 Hm. Phone: 555-6543

Post Date: 4440000 LA

Type: Payment(Cradt) + Sub-type: Clathing -

This payment has been applied to fees. Amount cannot be changed.
To view related fees, click the link at the bottom of this window,

Amount: [ 1000

Payment Method: .. v Check #:
) On the Payment screen

Note: you can unlink the
payment from the fee it

Date Pald: 11142009 paid off, you can view

Cﬁ (blank=unpaid)

Class Category1: - Session: - the fee it paid off and
;i once unlinked, you can
Student: waryMan v Class/Event: ¥ : REAPPLY the payment.

UserlD: yorine

View 1 linkedfes(s) | [ UnLink Payment ]Q

© 2005-200% Jackrabbt Yechnologies, Inc. All nights reserved.

The REAPPLY button can be used to go back and Link pre  -payments. You should run your
Paid Fee Summary report, daily, weekly, monthly to tell you which payments are unapplied
and need to be re-link ed.
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No Fees appear on Payment Screen but a balance is owing

If there are Feesona f ami |l i es account that Afappearo to be paid

when you go to apply a payment. The Balance on a fanm
reflection of fees and payments posted.

If the family has a balance owing, but when you select the p ayment button there are no
fees listed, something has been incorrectly applied to fees.

For Example:
_—_,—,
+ Save Changes ~ E-Payment & Save
Family/Acct: Smith Balance: 270.00 p Annimn.n.ﬁo.\uﬁsum%ﬁ':n
16666 You can payoff specific fees
- by clicking in the Apply Amt
Home Phone: 555-1234 helc{ o;vou <3n'cllck the
Apply button below.
Trans Date: 11/22/2009 () Print Receipt Pmt Amount
Pmt Type: payment (Credit) ~ sSubtype: ~ Method: Check - 270.00
Note: Chic#:

Apply Payment to Oldest Fees First

The family has a balance owing of $270, but there are no fees
listed to be paid off

Total Unanbk%} ®

To find WHERE the fees are that need to be paid, you have to go back to the families
Transaction page and use the edit link next to the fees. Itis | ikely that there are fees that
have a date paid and should not. The date paid must be removed. It is likely that that a
payment was applied in the past and the date paid was not removed.

You must find the fees that appear to have payments, but do not.

Revenue Reports which show Linked Fees and Payments

There are 2 reports in Jackrabbit which accurately report Linked Fees and Payments as
Revenue. These 2 reports, when run within the same date range should have matching
revenue totals.

The 2 reports are the Revenue Summary Report and the Payment Method Summary Report.
These reports are not reporting on Payment Transactions, they are reporting on FEES that
have been PAID (have a date in the 6éDate Paidé6 field).

By linking a payment to a fee, the fee is marked with a DATE PAID. The FEE transaction
contains all the information ( Cate goryl, date paid, student, session, etc).

Example:

Based on the transactions shown above under the FEES and PAYMENTS section, the Families
Transaction Pag e reflects the following FEE and PAYMENT:

Last 20 (Most Recent) Transactions

Pont Refresh
Dates  Types Subtypes Amts OrigAmts ODiscAmts  Note s Pt Meth« Chks Date Paid «

Q82208 | Payment conlumes 100.00 Mecta! Commare Paymert | Chech 123 0RIEE

[G9280D Merchantise costumes  (F0000) 10090 00 Auctsl Coanrve Crocs 73 oacane
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*

The associated Revenue Summary Report for the day of the transaction looks like:

Date: 10/9/2008 95738 PM Page 1
Location: Lecation $/28/2008 Through® W28/2008
B 1111+ | EEE Orig Disc
Category! \ Category2 Category3 Class/Event Class Cat3 Cat2 Catt Amount Amount  Amount
Reoital
Ballet Fre Primary 1 100.00 0.00 100.00
Sublotal Cat3 1 100.00 0.00 100.00
Sustotsl Catepory2: A 100.00 0.00 100.00
Subtotal Category!. Recital 1 100,00 0.00 100.00
Total: 1 100.00 0.00 ( 100.00)
Alternatively, the Payment Method Summary  Report also reflects the revenue and can be
sorted by category
Date: 10/%/2008 10:01:09 PM Payment Categcw sllmmary Pa.ge 1
Location: JTD From: §/28/2008 Through: 9/28/2008 Pmt. Catl
Categoryl PmtDt.  Family Trans Note Tax Qty  Amount Total
Recital
Total for Merchandise 0.00 0.00 100.00
Total for Category: Recital 0.00 0.00 100.00
# of ltems: 1 Total: 0.00 0.00 100.00

Revenue thatha s NO CATEGORY on your Revenue Reports

If you run a Revenue Summary or Payment Method Summary repor t and you see a
summary of revenue with no category the following has occurred:
1 Payments were applied (and subsequently linked) to a FEE and that Fee did not

contain a Category 1 field. (Remember the PAYMENT takes the FEE information)

Last 20 (Most Recent) Transactions

Bt Hefies . - -

Date « Type » SubTypes Amts Oog Amts Disc Amts Hotes Pt Meths Chk# s Date Paids Catts + Stusdents ClassEvents Users
11040 Payment 150000 Check 11/04/09 / JORINE | Eda | Dl
11009 Tution Fee 150.00 15000 000 Check 11/0408 Mary First Class  JORINE Edda Dl

There Is no Category on
the FEE!!!

Because there is no Category 1 field, Jackrabbit assumes they are UNAPPLIED to any
revenue / Category 1 group.

Unassigned Fees contain all the relevant information for correction (Family Name T Amount)
To reassign Fees to a proper Revenue Category, you must edit the FEE and reassign the
payment. See below for an example of HOW this transaction appears on your Rev enue

Summary or Paid Fees Summary Report:
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By running this report with Show
Detail « 3 11 th .
Date: 11/4/200 :,:Laczxny:::,f:: me;o,,_e . Paid Fees 5ummary Page 1
Location: JTD From: 11/4720090 Through: 11/472009 Pmt. Cat1
Category!  PmtDt. \ mily Trans Note Tax Qty Amount Total
--No Category--
11472009 Martin Tuttion Fee 0 0 150.00
Total for Tuition Fee 0.00 0.00 150.00
Total for Category: -.No Category-- 0.00 0.00 150.00
# of Items: 1 Total: 0.00 0.00 150.00
;

Please see the Reporting Section of this User Guide on other revenue reports.

Payments that are not applied to specific Fees on your Revenue Reports

If you have entered Payments and have not specifically app lied that payment to a Fee (that
contains a Category 1 value ), Jackrabbit identifies these as UNAPPLIED.

Notice how they show up on your Paid Fees Summary or Revenue Summary Report:

Dat 11/4/2009 All the Information (highlited in yellow) P 1
ate: i ilable 1o go back and use th i age
D i vt ey wesc s Paid Fees Summary ;

. 1o a fee with a category 1 value, From: 11/4/2008 Through: 11/4/2009 Pmt. Cat1
Category1 _ Pmt Dt. wily Trans Note Tax_Qty Amount Total
--Unapplied Payments..

11/4/2009  Martin Payment 150.00

Total for Payment 0.00 0.00 150.00

Total for Category: --No Category-- 0.00 0.00 150.00
# of Items: 1 Total: 0.00 0.00 150.00

How is it possible to have unapplied payments?
There are 3 ways that you can  create unapplied payments:

1. The most obvious is a payment that has been applied and either not initially linked or
the unlink button was used and the payment was not reapplied.

2. An Overpayment where an amount more than the fees is paid. This could also
happen if someone edited a Payment and increased the amount to be MORE than the
fees it is paying off. The overpaid amount is considered unapplied. This is where

you can have PARTIAL unapplied amounts.
3. Pre-payments. Where a Payment is po sted BEFORE a Fee. This is important! For

example: If you have a client with a pre -payment of $100 so their balance is $ -100
and you then Post a Fee of $50. Jackrabbit will AUTOMATICALLY insert a date paid
in the date paid field (so it will show on the unapplied portion of the revenue reports )

This DOES NOT mean the payment and fee are LINKED. You must edit the Payment
and use the Re -apply button to link it to the fee.
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There is a feature available in Jackrabbit under the TOOLS menu. It is called Ma rk
Unpaid Items Paid. This feature will mark all your fees as paid, but they will all be funneled
into the unapplied bin. It does NOT link them to any fees and your revenue will therefore
NOT be categorized.

Pre Payments 8 Credit Balances - Overpayments

At this time, Jackrabbit pre-payments require a procedure be put into place . We
recommend that if you apply paymen t before a FEE or apply a payment larger than a FEE to
create a credit balance you start a procedure to g o back and REAPPLY this revenue by
running a paid fees summary report either daily, weekly and [ or whatever time frame
works for you. This report will tell you which fees and payments are not linked and need to

be reapplied.

Prepayments are not recommended because payments cannot be applied and subsequently

LINKED to any FEE. (see the Understanding Linking Fees and Payments Section of this User
Guide) Payments entered before a FEE become UNAPPLIED (see unapplied Fees in your
Revenue Reports Section of this User Guide)

The REAPP LY button can be used to go back and Link pre -payments. You should run your
Paid Fee Summary report, daily, weekly, monthly to re -link unapplied payments.
NOTE i If you post a Fee to an account that has a credit or pre -payment balance (so you

post a fee AFTER a payment), Jackrabbit inserts a date paid, BUT they are not linked and
will show up as unapplied.

Partial Payments in Jackrabbit

"Partial payments" are payments made against a Fee that does not completely pay off the
fee. Multiple partial payments can be linked to a fee until it is Paid off.

The partially paid fee will show in the "All unpaid charges / fees" BOX on the payment
screen UNLESS:
1 apayment was made that took the family balance to 0 or a credit balance (negative
number)
1 adatewas manually placed in the DATE PAID field on the partially paid fee.

When a partially paid fee displays in the unpaid fee box on the Payment Transaction Entry
screen, the Aoriginal amountd owed is in the AMT col um
the UNPAID column.

If you make a partial payment, the unapplied amount should show up when you select the
PAYMENT button. This allows you to apply the remaining amount to the original fee and pay
more on it.

Finding Partially Paid Fees and Payments not fully appl ied

There are a couple of areas that show you Fees that are not fully paid i which allows you to
ensure payments can be targeted there. The most obvious area is on a Families

Transaction Page. There is a column call Unpaid Amt. It will show the FULL amo unt for
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Fees that have NO PAYMENT and the PARTIAL amount for Fees with partial payments. The
unpaid amount does not yet show for Payments.

Last 20 (Most Recent) Transactions
s faies
Date .« Type s SubTypes  Amts ong Disc Mote « Pmt  Chiks  Date Carts Sesss  Stedewts ClassEvents Users
Amts  Amts Meathe Paida
027510  Payrment 10.00 Check 2/2510 lores  foi De
08/10720  Costurme Spring 00 200 Pesting Balarce - 2.00 ::ef:ll_(\;:“n:y:v?e.f 8 Dance 101 LALLADMIN it | Dy
Recial e Pink Shornts Fors that have 80
Cotturme and T Shat Pack payments and the
011810 tume Spring 2000 £ Pesting Balesce - | Chech 3000 | Da PARTIAL amount tor art of dance LALLADMIN i
Receal tem: adult sizes FEES woth paymants.
cslurme
In addition to the Transactionds page, you can

To pull a list of Part

1.
2.
3.

ially Paid FEES and partially applied PAYMENTS:
From the Red Transactions Menu T select the Transactions Advanced Search function
Enter a Transaction Date Range

From the bottom Search Option, select either the Payments with Un
remaining OR the Fees Not Fully Paid (unapplied amounts) option
Use the results to correct transactions and adjust revenue reports.

-applied Amounts
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Section 9 9 Posting Fees and Payments

See the E -commerce User Guide for Additional information on processing Credit Card or
Bank Draft Payments specifically.

**Sec the section Posting Class Fees to all enrolled students for information on posting
tuition fees to Multiple families at one time*

Post Fees:
From the Global Class Results List:

1. Usingthe iSearch Classeso field at the top of page,
class andclick t he AGoo button.

2. The system displays the AGI obal Cl asséstatulSe/ar c h
session / categories / agerange / max & open slots and class fee.

3. Click the AEnroll o6 | ink next to the <c¢lass name
appear

4. Follow steps 3 -8 below to enroll and optional post fees.

From the Class record:

1. sel ect ALi st Active Classeso urhckernlLtitsed Cll asses Ner

page will be displayed.

2. Click on the appropriate class ID to display the class record.
3. Click the AEnrol |l Studentsodo button and a Al ast Name
4. Begin typing the last name of the student to be enrolled and a list of matching
names will appear.
5, Click the #AEnroll o i nk next to the name of t
enrollment.
6. The student is now enroll ed. A APost Enroll ment

Post Enrollment Fees

Charise Dela Cruz enrolled in Class: BALLET TAP COMBINATION 2 - MONDAY
You may post a charge/fee now or wait until later.
Date: 372008 [
Orig. Fee: Iiatf] (Thiz amount cannot be changed)
Discount: 20.00| {Amount: Adjust for prorating or dizcounting)
Amount: 20.00
Quantity:
Note: month 172 over. 50% discount
You may also post an additional fee at this time. optional: for ADDITIOAMNL fee
Transaction Type Date Orig.Fee Discount  Amount Quantity
v | [3172008 [E
Catl: ¥ | Note:
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7. Click ACI osedo button tFEESeanEntetidfofa hat 2 fees and clidk O
APost this feed button(s).
8. Fees will be added to the studentds family balance.
9. Repeat step 4 thru 7 for each student to be enroll e
’
You can view the enrollment list by clicking the O0Enrol | Listdé Tab.
’
fiPost Enrol | ment Feeso window: I n a ©prior enhan«
ioriginal Feeo when enrolling student s i n cl asses. \
Permission to allow users to edit the Original Amount again. If you want to allow editing of
enrollment fees check your User Permissions under TOOLS I MANAGE USERS AND
PERMISSIONS

Posting Fees to one Family at a time

Fees in Jackrabbit are Charges applied to a Families Jackrabbit account. They Increase the
balance. (debits: tuition fees, merchandise, late fees, etc.) Fees can be posted individually
or to multiple families at a time. There are three methods of posting Fees to one family at a

time:

POST FEE button (located on the family page)

POST FEES link (on family roww  hen viewing a list)

POST ENROLLMENT FEES screen (this screen pops up automatically following student
enrollment)

These transactions are done for a single family (not a group of families) and can be for a
service (class / registration fee) or for non -servi ce (merchandise, etc).

'S/ From the Family page select the Post Fee Button Post Fees|.

Post Fees

This is the new Transaction page. It allows you to enter up to three fees at one Lime and/or 8 payment

Family: Cottontail Current Balance: 0.00

View Transaction History Tooly => Eét Defasity => Tax Rate:
Students: Peler
Note! For revense/ pot reporting, specify Catl or select Class/Event 1o relate transaction with Catl /Session
Fags/Charqes Transaction Date: 9/29/2000 4 ]
Type Sub-type Note Orig. Discount Add Tax Amount
1. - - 000 0.00 0.00
For Class/Event: None udent: @all: ©Y' i
In the Post Fees pop -up screen, you can enter up to 3 separate fees (debits) at a time. For

each fee the following fields are available
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Type : Type of debit  (tuition, merchandise, registration fee, etc)
»

If a transaction type does not exist that you require, this can be added via Tools

=> Edit Drop Down |ists. Make sure you put i(Debit)o
description i just like the default values.

Subtyp e: (optional) but more descriptive (items also created via Edit Drop Down lists

function)

Note: (optional)

Original:  Enter original fee without any discounts

Discount:  (optional) any discount amount you are giving

Amount:  Jackrabbit calculates the amount (difference between Orig and Discount)

Add Tax : Check this box if you need to the tax calculated* and added to the fee. *see
Section fASetting up Your Database: Other Settingso on |
Student Search: You can select a particular studen t for a multi  -student family.

Class Search: By selecting a Class / Event, you will associate this fee with that class /
event and itds CAT 1 and Session.

Cat 1. Thisis how the Fee will be categorized for Revenue. If the fee is not associated with

a class / event, you can still select a CAT 1 from the field.

Qty: |If this is a purchase and Quantity is releva nt (example:  Merchandise), enter the QTY
(reports on Tran Sub  Type Listing Report)  Quantity Field does NOT multiply. It is a static

field.

lE/ From the Family Listing page select the Post Fees Link : By

From the Family Listing Screen (Families T List Active Families or Search Feature) there is a
Trans Link or a Post Fees link that you can select. You are presented with the same POST
FEES Box described above.

'5/ How to Post Fees following New Enrollment (single Family)

When you first enroll a student into Jackrabbit, you are given the option to Post the Tuition
Fee for that class immediately. This is a convenience feature and does not have to be
selected.

»

It is important during registration time, to determine whether you want to post all
the fees upon enrollment or select note to post fees and use Post Tuition Fees (group
posting T see more in this section).

After you have enrolled a student int 0 a new class, the vyellow iPost Enrol |l ment Fees
wi || pop up, allowing you the option of posting the tu
family.  This box is meant as a convenience to you and can be declined by closing the

window.

When enrolling a student after enrolling the following window pops up:
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Post Enrollment Fees
Select CLOSE

Student Enrolled in Ballet Pre Primary to cancel this
posting

You may post a charge/fee now or wait until later.,

Date: 10/0/2008 9 Discounts can
Discount: 0.00 (Amount: Adjust or prorating or discounting)

Amount: 0

Note:

Quantity:

Addition Fee's such as

Registration Fee can be |__Postthis Fee |
entered
You may also post an additional fee at this time.
Transaction Type Date Orig. Fee count  Amount Quantity
« 10/9/2008 L[ Post this Fee
Catl: ¥ Note:
»

If you do not need to post any fees, simply click CLOSE. The student is enrolled
regardless of posting a fee or not.
If you would like to post the tuition fee (and any discounts) fill out the fields:

Original Fee : (prefilled with the class tuition amount from the class record)
Discount : enter amount of discount if one applies
Amount :auto -calculated amount to be billed (orig inal fee T discount=amount)

Cl i c k Pastttis Féle O b u ttd post the Tuition fee.
Click CLOSE when complete.

’

If you need to post an additional fee (registration, costume, etc), complete the
fields in the bottom portion.

Methods of Posting Fees to Multiple Families at one time

Under the Red Menu Bar select TRANSACTIONS there are several functions to post fees to

multiple families  (this section does not include posting tuition fees T please see

Class Tuition FeesoO section of this User Guide
1 Post Group Transactions, Post Annual Fee and Post Late Fees

1 Post Tuition Fees and Post Tuition Fees by Hour
These functions are applying fee transactions to a whole group (students in a class(s) or

group of people who registered in the same month, etc) or are transactions you run at a
certain time each month such as tuitions or Annual Fees

Page 89 of 182

fiPost i

n ¢



Jackrabbit i User Guide

Posting Group (class) Transactions

1. Highlight ATransactionsodo on the main menu and sel e
item.

2. The system displays the APost Group Transactionso p
3. Select the appropriate class and input the ap propriate transaction information.

4. When you have completed inputting the information,
and the transactions will be posted.

You may view these transactions on each Family Page or run a Transaction Listing
report.

Posting Annual Fees 0 Registration Fees

This feature can be used to post annual fees (registration, membership, insurance, etc) to
active families / students based on their registration month. This should be run monthly to
hit families / students who reqistered in each month.
Firstly, you must enter your Search Criteria:
1. Highlight ATransactionsod on the main menu and sel ec

2 The system displays the APost Annual Feeso criteria
3. You have the option to select the following search cr iteria:

1 Post the Fee Per Family (uses the Family Registration Month; Family
Summary tab)) or
T Post a fee per student (uses the studentds Star
or
1 Post Fee per Student per class (posts a fee for each class the student is
enrolled )
1 You have the option to select all students enrolled in a session or in Cat 1 or
Cat 2 classes.

The system will seek out any family / student who registered during the Month
chosen in ANY YEAR, including the current Fgndliasror You m
Student d8s wh o/ stagtegliin®veny difeerént month.

Secondly, you must enter Transaction Details:
1. Choose one of the following:

T I'f you chose O0Post Fee per Familyd enter th
T I'f you chose O6Post enteraghe feasifor SSudantdlen t 6 ,

3.
1 (If there are more than 3 students in the family, the additional

students will be charged the same as student #3.)
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2. You have the option to advance the families or students registration date (called
Aistart dated on a soheuyda. nYbu caneusedhisas a Dheydate.

3. When you have completed inputting the information,

the system w ill post the fees to the appropriate families and / or students. **Spot
check Familyés Transaction Tab for correctness!

Recognizing Duplicate Fees Posted Annually
There is an option at the bottom of the Post Annual Fees screen that asks:

This will allow JR to search all transactions for families posted during this date range that
match exactly: The date of the transaction, The Transaction Type and amount.

Example: If you post an annual fee at the beginning of each Student or Family regis tration
month. Select Family or Student posting 1 select a registration month (ALL is a value in the

drop down list) 1 Enter the Transaction Type Details (see the note above i Transaction
information MUST match prior postings) Enter a duplicate detection date range. This is
the date range from start to finish that other fees of this nature may have been posted.

You will be presented with a list of NEW postings and a list of duplicate postings. You can
also edit or delete any postings on this list.

These fees can be deleted via the Transactions => Delete Transactions option

Make sure you choose a transaction type. If you do not have a registration fee
transaction type setup, setup one under Tools => Edit Drop -Down Lists. The transaction
sub -ty pe and note fields are optional.

Posting Late Fees

1. Highlight ATransactionsodo on the main menu and sel ec
2. The system displays the APost Late FeesoO criteria p

3. You have the option to Post Fees to students in a particular class, Category 1 or
Category 2.

4. Set your balance amounts from and through
5. Set the balance date (the date of the last fee assessed)

6. Set the Transaction date you want posted on this Late fee and the Amount to be
charged.
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7. When you have completed inputting the info rmati on, click on the ASubr
and the system will post the fee to the appropriate families.

If you make a mistake and would like to repost, t hese fees can be deleted via the
Red Transactions Menu => Delete Transactions option

Entering Payments

Payments are CredfiftsooronipayFamily account in Jackrab
overall balance. (Credits: Cash Payments, Gift Certificates, misc. credits) Payments should

always be target ed to specific Fees which LINKS them . Feesthatare not LINKED show up

as PINK on the Family Transaction Page. See the Importance of Linking Fees and

payments which follows.

This section walks you through creating a payment transaction in Jackrabbit. This does not
discuss e -Commerce payments  (charging credit cards / bank drafts) through Jackrabbit.
See Ecommerce section for creating e -Commerce Payments.
’
If you enter payments that result in a CREDIT balance T please ensure you

read the prior section discussing the importance of linking fees and payments.
Pr e-payments should be avoided if possible.

ALL payments in Jackrabbit must be categorized as Transaction Type:
Payment (credit). You will see this is a default field that cannot be removed under
Edit Drop Down Lists.

»

The Payment Transaction does NOT contain Class / Event Name, Student Name
and / or Category 1 Information and does not NEED it since the reports are not looking at
the payment, but are looking at the Fee (that has been paid).

Entering Payments through the Payment Button or the Payment Li nk:

The Payment button is located on the Family page.
o Using the ASearcho field at the top of Jackrabbit,

s sdadPAMEATOG Guitthbnt belciktheei r page

o Go to the familyé
h ®ebalrSearcb ResultsfListt he Gl

APAYO | ink on t

Payment Button:

Post Feesl Add Student Add Conta u:tl Org Name Statementl Speed Transl

Summary Contacts Enrollment Transactions Billing Info Misc.
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PAY Link (on family row when viewing a Global Search Results list):

Tester |Christy 453445434 130.00 Post Fees Pay

The APayment Transaction Entrybo
1. Enter the appropriate info
(far right of screen) (See Diagram Below)

window for the family
n the

i f i ahle daymenti ncl udi n

2. You will see a list of all unpaid charges | fees. (These represent Fee (debit)
transactions that DO NOT have a date in their AfADate
3. To apply the payment  to all unpaid debits, starting at the bottom click the box next

to each unpaid fee or click auto apply.

4. To individually apply payments to specific fees, o
fee.
5. When clicking in the box, the system will pre -fill the amount for you, you can edit

thisto a different amount.

6. SaveChanges - (I f you have set u@omherce knodaldtbwotkdvish e
your credit card processRAYMENU &iSav eu sC&h anhgee sGOE b u t
|l ocated on the familyds APayment Trans Ehamgea yo scr ee
SEE ECOMMERCE SECTION FOR DETAILS. )

Payments should ALWAYS be entered as Transaction Type: payment
(credit). These are the only transactions pulled in revenue reports.

JACKRABBIT

CLAS S Payment Transaction Entry

‘ ¥ Save Changes “ E-Payment & Save

Family/Acct: Adams

£pplying Payments to Fees

You can payoff specific fees
by clicking in the Apply Amt
field or you can click the
Apply button below.

Charlotte, NC
Home Phone: 704

Trans Date: 12/10/2008 :ﬂ Pmt Amount
Pmt Type: pay (Credit) v Subtyp ~ Method: Check - 169.00
Note: Chice:

~ Apply Payment to Oldest Fees First

All Unpaid Charges/Fees
Date Type Subtype Note Student Class Orig Amt Discount Tax Amt Unpaid Apply Amt .
11/10/08 Tultion Fea 100.00 0.00 100.00 100.00 0.00
11/10/08 Tultion Fee Family Disc=6.00,Raason=worked through Trans Manu not Post Fees button Student 2 Adams DI - Private 73.00 6.00 €9.00 69.00 0.00 ‘
*
»
If you want to pay off more than one fee with this payment, you can click in more
than one iApply Amto box.
;

Please see below on how to confirm your payments are linked.
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If you are viewing Payment Transaction on a family's Transaction tab, payment
transactions (in yellow), NEVER have catego ries, session, student, etc. This information
comes from FEES (debits) that pa yments are linked to.

Charging a Single Familyés Credit Card [/ Bank
’

For families with TWO billing contacts, please see the Advanced Search function
for Familiesand S tudents in this guide.

o
N

Action 0> From the FAMILY PAGE

. P . .
1 Selectthe fAPayment 0 button L on the Familybés record.

The Payment Transa ction Entry screen will display showing the unpaid fees, family
information and balance.

= JACKRABSIT
(CLASS __————___ Payment Transaction Entry
< Bave Changes T E-Poywent & Save
rm‘wud:.l' h Qatance: 3500 e Toatmactian Matse
HMome N:-:'_!"—‘!!)-l —
Trans Detes 10726/ 2088 b+ Pevd Avvemaeet
Pl Type Paymest (Credt] « Subtype * Method Check - w500
~All Yapasd Cherges/Pece —~ -
e e s i ek
I The Payment Amount will default to the total balance owed by the family. If this is
not the amount to be charged to the credit card /bank account mtedit the AP

Amount o.

1 Apply the payment to the fees as usual. You may also editotwetRARApply A
| esser amount trot inealkée paa yimpeant against a fee.

Click the f ePayment and Save 0 button.

1 Asmall Post e-Payment window will pop up showing the family name, credit card
info rmation and amount to be charged.
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Post E-Payment

jsubtype fialds are all set by the Jackrabbit software.

Note: The "Submit E-Payment” button below will post an e-payment using the
information on this window. The date, trans type, payment method, note, chke, trans

T Select
will send the

Family (Acct) Name: Jetton

Method: Credit Card
Card #: ¥Y¥¥¥* ¥ ¥¥2¥¥6238 Expires: 01/09

Payment Amount: 138.00

Submit E-Payment ‘ Cancel

*

t hee-Ragnoebtrdi tbut t on t o i ni t ithetcard. Jabkembbit har ge t o

information to your processor, who will attempt to charge the account

and return an Approval or Declined message. The window will show you the
approved or decline response.

Post E-Payment

MNote: The "Submit E-Payment” button below will post an e-payment using the
information on this window. The date, trans type, payment method, note, chk#, trans
lsubtype fields are all set by the Jackrabbit software.

Family (Acct) Name: test

Method: Credit Card
Card #: #r®®ikrsrrk))12 Expires: 02/11

Payment Amount: 1.00

Payment Processor Response: Approved.
Response Code: 1  Reason Code: 00
Reason: Approved

AVS Code: G
Trans ID: 480FEDCD37D0B9D6EOFASCD1062563BAF49C4A54B1

Click Ok to close the window and be takent otheFami | yds Mai n

On the Familyodés Trans-Rayment Twhs apptbeed, a
transaction is written. This includes the approval code and transaction ID. If the
transaction was declined, a ZERO (Grey) payment transaction is written with the

declined code and transaction ID. I f declined, please refer
and Reason Codes from Processorso section on

Receipts 0 Printing Off or Emailing a Receipt

You can print off or email a receipt from Jackrabbit. To create a receipt you can go to either
the EDIT TRANSACTION screen or the Payment Window under the Payment Button

To Print a Receipt:

1. From a Family Page, selectth e PAYMENT button
2. Enter the payment information and select the PRINT RECEIPT box located next to the

Trans Date field.
3. A sample of the receipt will be displayed. Select the PRINT button to send the

document to the printer.
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|C’I:CX§§ Payment Transaction Entry -

1  Save Changes | [ = E-Payment & Save
Family/Acct: Alexander Balance: 1,000.00 view Transaction History Applving Payments to Fees
9501 Burke Rd You can payoff specific fees
Burke, VA 22015 by clicking in the Apply Amt
Home Phone: (215)-555-6290 field or you can click the

Apply button below.

Trans Date: 5/19/2009 " ¢] 7! Print Receipt Pmt Amount
Pmt Type: payment (Credit) “_ Subtype: v Method: Check - 1,000.00

Note: Chk#:

| Apply Payment to Oldest Fees First
All Unpaid Charges/Fees
Iype Subtvpe Note Student Class Orig Amt Discount  Tax Amt  Unpaid Apply Amt -
).00 0.00

Date
04/10/0% Tuition Fas TESTING FOR POST BY TOTAL HRS Autumn Alexanduer $00.00 500.00 500.00
04/10/09 Tution Fes TESTING FOR POST BY TOTAL MRS Autumn Alexander 500.00 ) 500.00 500.00 0.00

Alternatively:
1. FromaFamily TRANSACTION page, select the EDIT link next to a transaction
2. Select the Print Receipt Button
3. A sample of the receipt will be displayed. Select the PRINT button to send the
document to the printer.

To email a Receipt:

When you choose the PRINT RECEIPT o ption, instead of printing it, you can copy this
information into an email by doing the following:

1. Choose PRINT RECEIPT from the Payment Window or Edit Transaction window .

2. When the receipt window opens, close the print window that also pops up.

3. Rightclic k anywhere on the receipt screen, choose select all

4. Right click again on that window and choose copy

5. Click on the families email address inside Jackrabbit. This will open your default e -
mail program.

6. Paste the information into the body of the email. (You will also be able to edit this as

needed by adding a full name, etc.)

See Example Below:
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aCkrabbit

Technologies

From: Jackrabbit
123 Main ST
Charlotte, NC 28270

For: adam i

f
-~ N\

Gig Harbor, WA 98335

@

Date Type Pmt Method Notes Amount
4/19/09  Payment Check 10.00
Charging a Batch (gr oBahAcandint Fami | i es 6 Cr edi
nif
Video Help |
Watchthe ™ P
You can charge a whole batch of credit cards and / or bank accounts at one time by using

the "Batch e-Payment " function under Transactions.

Reconciling your Bank Deposits with your Bank Account Drafts

Because Bank Drafts are not done -LObusimesedaystot i me o

actually fAsettl eo. Bank Drafts are APPROVED i
invalid). When we  receive this response from your merchant, this is what is recorded in

Jackrabbit. We do not receive further information from your merchant after the transaction

has settled (declined or accepted). You will need to follow up with ACH / SAP or your bank
to find out if any of the bank drafts were actually DECLINED. The easiest way to do this is

to run a deposit slip report (in Jackrabbit) with Bank Drafts as the Payment Type and match

this to actual Bank Deposits. Any deposits missing would need to be chec ked in your virtual
terminal to see if they were declined.

I f an account has been declined, you must edit

reflect that the payment did not go through and they still owe the balance. You must delete
the payment.
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The Importance of the E -payment Schedule
E-Payments cannot be scheduled by a Aclocko or fAcalenda
e-Payment schedule field is the FILTER to select which families will be part of the e -batch
for a selected date. If you off er more than one option as to when you
you must setthe e  -Payment field to match that date. If a family is part of the 1 st of the
month group when you select this schedule to run the e -batch, they will be billed when you
run the e -batch on the first of the month. The same is true for the 15 ™ You drive the
schedule.
’
If you are charging credit cards for some clients and drafting bank accounts for
other clients, you will run the Batch function two times (once for Credit cards and once for
bank drafts).
’
REMEMBER !I' The full family balance is used as the amount to be paid. The Batch
e-Payment function CANNOTcharge /dr aft a fportiono .o@®nlyShrglef ul | bal an
Family e-Payment can charge / draft a partial amount.)
Thingsto Consider Before You Run aBatche -Payment
T A User must have their PERMI SSI| &Rdymentefunctioo fiseed t he
under the Transaction menu.
T Each family museé-Pdymented tfheeilrd =/ CREDI T CARD or BANK
on their Billing Info tab.
Eachf amily must k&ayment behedtiled field set on their B

Each family must have a contact with Billing = YES and the full address associated
with that credit card / bank account.

Use the E -payment Listing REPORT to see your family information and look for
any fAhol e dnformation t he

2
Action 0> From the Red Menu Bar d Transactions 0 Batch e -Payment
1 Fromthe Red Menu Bar , select Transactions and click on Batch e -Payment
From the field drop down boxes i select your criteria:
Location 1 if you are a multi -location o rganization, you must run this for each
location.

1 e-Payment Method i Choose Credit Card or Bank account. If you are approved for
both, you must run the batch twice , once for ¢ redit card families and once for bank
account (e -check) families.

1 e-Payment Schedule i You may have different families set to different schedules. Set
as is applicable . See thefirstbullet u n d e Things to Consider Before You Run a
Batch Payment 0 .
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9 Click Submit. Depending on how many families are in the batch, this may a take up
to 2 -3 minutes or more. You can follow the progress by watching the countdown.

Once the posting is complete, a list is return ed for each family with their result s.

If your processor has declined the transaction, this transaction should be color -coded
inred. The Response Code, Reason Code and Reason Text will also give you an
explanation.  If declined, resolve the issue and re - post until approved.

Crediting a Credit Card or Voiding a Credit Card Transaction

Because Jackrabbit does not process e -Commerce transactions  (Jackrabbit stores the
information and sends it to your credit ¢ ard processor for processing), p osting credits or
voiding credit card charges ( e-Payment transactions) CANNOT be done through Jackrabbit.

This must be performe  d through your gateway account, Authorize.Net, Orbital (MMOA) or

Studio Auto Pay / ACH. Using your gatewayds virtual terminal,

or if caught in time, void the e-Payment transaction before it is processed. Please contact

your credit card processor / gateway i f you have questions.  This will record a refund on your

clientds credit card, which you wi |IUsingaHiss pocedere d t o r ec o |
will keep revenue reports balanced.

I f you void or credit someonebs credit card transacti ol
account.

There are 2 ways to do this.

Option 1

One way is to e dit the original payment and modify it to reflect what was really paid( a
lesser amount or $0)  You can put a notation in the notes field of the transaction, but this

|l eaves | ess of aracordthesfatti tthattthreyaoinde paid and you refunded the
money back to them.

This is done by clicking the EDIT link next to the payment and saving the changes.
Option 2
9 Select the EDIT link on the payment.
1 Select the VIEW LINKED FEES button on the Payment I and document which FEES
the payment paid off.
1 Selectthe Un -link button on the payment and unlink it from al | fees
1 Ensure the DATE PAID was removed from the 2 fees it formerly paid off. If they are
not automatically removed I remove them.

1 Editthe FEE amount down to what they are now paying and make a notation as to
why their amount has been reduced.

1 Editthe o riginal paymentand re -link it to all the fees now posted on
the account. The balance should be $0 and all payments and fees are
re-linked.

For further information on this procedure, please refer to the Jackrabbit User Guide and
search for Posting Fees  and Applying Payments to a Family.
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Using t his procedure will fi u-pay 0 any fees that were paid off by this payment and
will reset the  balance.

Payment transactions created through e-Commerce (e-Payment s) CANNOT be
deleted unless you have p  ermission todoso . Also, the date, amount and type cannot be
changed unless you have permission to do so.

Undoing Mu Itiple [/ Incorrec tE -batch Transactions

Occasionally, Jackrabbit Support gets an anxious email from clients who have run their e

batch incorrectly . Whenyourunane -batch, the entire bal ance
paid off. If you have mistakenly, run Post Tuition Fees twice before the e -batch, you will be
charging your customers the wrong amount.

In order to correct this:

1. Immediately lo gin to your Merchant Account Virtual Terminal and delete these
unsettled transactions. If there is a delay before you realize the mistake, you should
be able to either VOID or REFUND these transactions. Other transactions might have
applied to their acco unt from your organization, so make sure to recognize ONLY
those that are incorrect.

2. Wait a day before recharging to allow these accounts to settle.

3. At this time, you can still adjust your Jackrabbit Accounts. Run a TRANSACTIONS
ADVANCED SEARCH for e -commerce transactions only (checked box). Go through
these transactions and determine which of these need to be removed from
Jackrabbit. Email this information (export to excel and attach) to Jackrabbit
Support. Our development team will have to mass dele te this to avoid you having to
go line by line in the TRANSACTIONS T ADVANCED SCREEN i DELETE LINK.

4. Run TRANSACTIONS 1 DELETE TUITION FEES and remove the double posting that
caused your amounts to be off.

5. Re-run Post Tuition Fees correctly. Spot Check and then run e -batch again for the
proper amount.

If Using Bank Drafts, you may have to work with your gateway to stop these
drafts. Clients may receive insufficient fund charges.

Editing Transactions and Deleting Multiple Postings

»

The Date, type, and amount of e Commerce (credit card or bank account)
transactions cannot be edited.
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You can edit FEE transactions (debit) that have not been marked "paid" and you
can edit PAYMENT transactions (credit) that are not paying off a particular FEE (debit)
transaction.

To edit a FEE (debit) transaction that has a payment posted against it (marked
with a fADate Pai do), yhepayments Ther you canteditdhe traedaaion
and re -enter the payment transaction.

You cannot edit a payment that is paying off a debit trans. You must delete the
payment and enter a new one.

To Edit a Fee or Payment:

1. Go to the Familyds record and click on their ATrans
transactions.

2. Clickonthe blue AEdilti mk on the appropriate transaction | in
Transactionodo page will be di splayed.
3. When you have completed inputting the informati on,
button and the transaction will be updated.
! Tip for editing multiple transactions in one screen:
You can use the Advanced Search under the Transaction menu to search for all transactions
(on acertain day, range of days, amounts, etc .) and can edit multiple family

all from one screen

Editing a Transaction to include a fiDate Paido: Mark Unpaid |
Fees will show a DATE PAID (though they are not "linked" to a particular payment).

I f you have families with Transactions that are paid i
Pai dibel d, you can use the fAMark Unpaid Items Paido fun:
function will go through all the transaction fees of all the families that have zero or credit

bal ance and wil/l mar k all their unpai deldf ees with a dat
This featurewill t ake all of these fApaid offd fees and | ump the
within your A ccounts Receivablereport s ( s e e : AUnapplied Fees on your Reve

this User guide

Deleting a Single Fee (debit) Transaction

Todel ete a (debit) transaction that has a payment post
Pai dd), you mu sthe pdyments.tTheth gou eah delete the debit transaction.

NOTE:
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Before Deleting a Payment in order to delete a FEE T determine if Payment is
LINKED to anything. If it is NOT LINKED then you must manually remove the
DATE PAID field from the fees that have this money applied to it.

Consider it: if you apply a payment as a pre -payment and this money is not
LINKED to FEES and you delete this payment the FEE still has a date paid field in it
that matches when the payment was incorrectly applied. This Date paid field must

be deleted under the EDIT link so the FEE is available again. It can now be paid

off and linked.

1. Cl i ck i n t heeldatshe aeryctop of paige, input either the first or last name
and click fnAGoo.
2 The system displays the AGI obal Skesgudenth / Metacta | t s O s h
results page. Click on the appropriate family last name and the family page will be
displa yed.
3. Click on the ATransactionso tab their | ist of trans
4. Cli ck on t he AiDel et eod Il i nk on t he appropriate tr
Transactionodo page wil|l be displayed.
5. When you have completed inputting the information, click on t he ASave Changesbo
button and the transaction will be updated.
Deleting Multiple Transactions Group, Annual or Late Fees
This function is ONLY used to delete group postings such as: Post Group Transaction, Post
Annual Fees and Post Late Fees. It will not delete group postings of Tuition Fees. To do this
you must use the Delete Tuition Fees function.
1. Highlight ATransactionsod on the main menu and sel ec

item.

2 The system displays the fiDelete Transactionso sel ec
3. When you have completed inputting the information,

and the matching transactions will be deleted.

Date fromd and AThougho fields are the POSTI NG da

date you recorded the transactions.

Dele ting Group Tuition Fee Postings

I f you have posted Tuition nkeoesst bandhewnul dUslei kkehitso ffiuun ct

1. Fromthe Red Menu Bar highlight Adel ete Tuition

2. Select a Location

3. Enter the date of the Tuition Fee Posting

4. Enterthe User ID that posted the Fees or leave it blank

5. Submit. (You will see a red line of text that tells you how many tuitions were
deleted)
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Finding Expired Credit Cards

You can Find a list of expired cards by running a FAMILY E -PAYMENT LISTING report
1. Fromthe main R eports menu 1 selectthe Family E -Payment Listing Report
2. Enter Your criteria and set the option: Search missing or Expired Card Expiration
to YES.
3. Click SUBMIT

Procedure for Recording Refunds

Definition : Jackrabbit defines a refund as when a customer is actually being returned
money and not just being given an account credit. (For account credits, please see the
Procedure for Recording Credits further on in this section) This refund feature records that

money has been given to the custom er and is reflected in revenue reporting.

In Jackrabbit, Refunds are entered v ia the REFUND button on a Famil  y& page. The Refund

button creates TWO transactions, one REFUND REQUEST (debit) and one REFUND GIVEN

(credit). Because Jackrabbit uses a pr ockesssando f ALi nl
Payment so, it requires these two transactions, that |
money to your client and adjusts your revenue reporting.

The reduction in revenue is displayed on the follow ing reports: Deposit Slip, Paid Fees,
Summary, Revenue Summary and Dashboard.

(See the Ensuring Accurate Revenue Reporting section of this User Guide for
supporting information on this feature)

Jackrabbit CANNOT process Refunds to credit cards automatically. You
mu s t manual ly r ef unGdeditaCard througmyouw BOS machine or Virtual
Terminal and then record the refund in Jackrabbit in the method described below.

Here is an example of posting Refunds in Jackrabbit:

The Smith Family enrolled in a class in January, the tuition Fee for the class was $85.00.
Unfortunately, they had to drop out of the class and you are happy to refund them two
thirds of their tuition price.

From the Families Transaction page, you see the original tuition posted on Jan 19, 2011.
Select the REFUND button to insert the refund. Make note of the Category 1 value of the
original  transaction so that you can refund the appropriate Category 1 value on your
revenue reports.
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CIRSS e —

Family: Smith

| ¥ Retum | < sove Changes |  Delete | | #Video Help | i support | ¥ Send idea

(oafon [Pumes @ Swmovwa | [Sowiim | [ Aciwden | [ AiCeriad. | [lesdite | [ Faryfeme | [immi]
v e ’ ; Misc
[ Voow Tarsacson aary | —~
- Balance: 0.00 (Cument Outstsndng Babince) r Oniginal Cat 1 on
Last 20 (Most Recent) Transactions Transachion
g Meheshy

Dwtes Tipes Sub Types Amis Ocig Amds Dosc Ao s &MN”‘ Chbks Date Paids Uopeed Amt s Catt s » Classtvents Uner s . tl
lfrmsfn Payment -85.00 Chack 012811 - Hones Lot |l
3500 om0 Coech 012911 {Bright Hosoans - Balevor Wistwr 2011 Jobnry | 4 new class  JORINEADMIN |Edt | Onl |

Upon pushing the REFUND button you are presented with the screen below. This screen
allows you to record the details of the refund to be posted.

Family: Smith

Refund

u_, PT > s—
E _ m mmmmm-mmwmmuwmm Ths refurd
, d from % totas on e fobowng reports: Deposit Sio, Pakd Fees S

Post Date: = 2182011 LW

Category: Eeght Hotaons - Belevus -
Session: Wedw 2011
Class/Event: anew class (Winter 2017) i
Student: Jovry Sneh -
Payment Method: * Checc *  Check Number: 104

Hote: Wiite Creck and Maded o 2192011

* 5667 (Amount must be >0)

i [~ Seve | [Concel |
) )

A confirmation screen is presented once the Refund is posted.

wLASS Family: Smith

“Return |  Save Changes | 7 Delete | | # Video Help | Hsupport | T send Idea

FostFees | | Paymect | (Fefund | [ Sistemers | [ Speed Trens | [ AddSudern | [ AddCortar | [Lesdiie | [ FamiyName | [Emel

Summary Contacts  Enroliment  Transactions  Billing Info Misc

FHistory j
0.00 Transaction Type:
~ Refund Request and
] Rafund Given

Last 20 (Most Recent) Transactions
Pt Refrash
Date s Types Sub f Note s Pmt  Chkes  Date Unpaia Catta Sesss  Students ClassEvents Users 4la
T | Amts | Amte Math . Paids  Amts |

02/18/11 |Refund Given -56.67 5667 |Wrate Check and Maded on Check (DL TS Bnight Horizons « Vinter | johany  anewclass | Jlones Edit gl

2/18/2011 Bellevue 011
02/18/11 Refund 5667 %67 Wiote Check and Maded on Check 0271811 Boght Horizons - Winter | Johnny & new chass Neones £t Dt

| Raquest - | _2/19:‘2011 ) | | Bellevue | 2011 )

01719711 | Payment -85.00 Check 0171811 Hones £t Daf
01/18/11 = Tuiton Fee 85.00 8500 00| Check 011911 Bright Hortzons - Virter | Johnny  anew class | JORINEADMIN Edit Daf

) Bellevue i

b=

In the example above, the Revenue in Category 1 I BRIGHT HORIZONS 1 BELLEVUE has
been reduced on 2/18/11 by $56.67. This is shown on Paid Fees and Revenue Summary.
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AMoneyo has been returned to the customer (you define
cred it card, etc) and this is reflected on your deposit slip for that day.

Deposit Slip 7 How the return of funds is shown on your Deposit Slip for that day.

From the REPORTS menu i select DEPOSIT SLIP:

Report: Deposit Slip
| Video b
Location: | Rt
IRT_," l
:;55&‘.:1 -
TYPeS Papnent (Creon -
Sub-type: -
Payment Mathod: | =
Baa Dedt ¥
B Oeat
Cash )~
Date Froox 2542011 [H pate through: 2242010 8
Transaction Enterad Wy: v
Show Family laee: yuy «
Show Total By Famiby: 10
Show Each Transaction: pp -
Show Refunds: vag «
Report Output Format: por  «
e, tum off popop blocker software. If report window st does not cpen, hold down your CTRL kay whie chdong on the "Submt” button unid o
¥ Submit
The Resulting Deposits for that day are reduced b y the REFUND amount as shown:
Deposit Slip
28201 - 2nean
Item # Date Chk# Account(Billing Contact) Amount
Pmt Method: Cash
1 2182011 Archbell (Stacey Archbell) 360,00
~ Sub-total: 360.00
Cash total: 360.00
Pmt Method: Check
2 /182011 adams (Mary Adams) 6560 00
Sub-total: 66000
3 21182011 Smith () (56 67)
Refunds Sub-total: (56 67)
Check total: 60333
Pmt Method: Visa
4 2182011 AL (Clndy Abadin) 33.00
Sub-total: 33.00
Visa total: 3300
Refunds Total: 5667 Net Total: 996,33
# of Items: 4
Paid Fees Summary and Revenue Summary I These Reports provide an accurate

revenue recording during a defined time period of all FEES that have been LINKED to
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payments. Both of these revenue reports have Refunds listed unde r the Category 1 value
they have been applied to.

Date: 2/20/2011 11:57:19 AM Paid Fees summary Page 1
Loc: CEC From. 2182011  Through 2/18/2011 miit
Cat1  PmtDate Family/Acct Trans Type Note Tax Qty Amount
Bright Horizons - Bellevue
21872011 Anzilotti Tuition Fee 0oo 0 75.00
Total for: Tuition Fee 0.00 0.00 75.00
2/18/2011 Smith Refund Request Wrote Check and Mailed on -56.67
2/19/2011
Total for: Refund Request 0.00 0.00 -56.67
Total for: Bright Horizons - Bellevue 0.00 0.00 18.33
Recital Fee
2/18/2011 Another Aug Family Recital Ticket 75.00
Total for: Recital Ticket 0.00 0.00 75.00
Total for: Recital Fee 0.00 0.00 75.00
Theater: 40-weeks
2/18:2011 Aardvark Tuition Fee 000 0 88.00
Total for: Tuition Fee 0.00 0.00 88.00
Total for: Theater: 40-weeks 0.00 0.00 88.00
# of Items: 4 Total: 0.00 0.00 181.33
Procedure for Recording Credits 0 (Gift Certificates, Coupons)
Definition : Jackrabbit defines a Credit : aswhen acust omer é6s account i $
particular amount as opposed to a refund which is when the customer receives money back.

Credits can come in many forms: Gift Certificates, Coupons, Client Credit. These credits do
reduce a client's balance, but are not classified as revenue on financial reports.

You must create Transaction Types an d Payment Methods for Credits. Transaction Types
are created by you. A description on how to add the Transaction Type is below. Because
Credit Transaction Types are not the same as Transaction Type: Payment (credit)
(which are used for Payments recogniz ed as revenue) these transactions will NOT show up
on revenue Reports and can be reported on separately.

Because a Credit is a different Payment Method , ie: not cash, credit card, check. You
should also create a Payment Method for this Credit such as: Gr oupon, Gift Certificate, or
company bucks.

(See the Ensuring Accurate Revenue Reporting section of this User Guide for
supporting information on this feature)

To create pre  -defined Transaction Types for Credits:

1. From the Main Tools Menu i select Edit Dr op Down Lists
2. From the List of Options on the left T select Transaction Type

3. Add a Transaction Type that makes isenseod

Certificate (credit), Groupon (credit), Tuition (credit)
4. Save your changes

ONLY use this transaction type for CREDITS (not payments or refunds).

To create pre  -defined Payment Methods for Credits:
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1. From the Main Tools Menu i select Edit Drop Down Lists

2. From the List of Options on the left i select Payment Method
3. Add a Payment Met hod t hat ma k eddg typeé:s eGits e 0 t o
Certificate, Groupon, Account Credit.
4. Save your changes
Here is an example of posting a CREDIT in Jackrabbit;
The Smith Family registered and paid for a class on January 10 ™ with a tuition amount of

$88.00. Unfortunately, they were unable to complete the class you want to reduce their
account balance by offering them a CREDIT.

(Conversely, you may use a CREDIT as partial payment on an account because the Tuition
is being pa id in both Cash and Groupon certificate, Gift Certificate, Customer Credit)
From the Global Search i find the Smith Account and select their Transactions Tab.

Select the PAYMENT button and insert the Payment with the Transaction Type = The Type of
credit you are giving. For example: Customer (credit) and Payment Method (account credit)

—
— JACKRABBIT

LASS

Payment Transaction Entry

User: JORINEADMIN

¥ Save Changes

7 E-Payment & Save

Family/Acct: Smith - 13 Balance: 0,00

Apalving Pavments to Fees
You can payoff specific fees
by clicking in the Apply Amt
freld or you can click the
Apply button below.

JACKSON, MS 39212
Home Phone: 1231231212

Trans Date: 272472011 n Print Receipt Pt Amount
Pt Tvpe: cystomer (Credit) * Subtype: ~ Method: AccountCreet ~ 44.00
Nate: Customer Unhappy with Class - Credited Tuition by hall Chiks:
Apply Payment to Oldest I'ees First
No Unpaid Transactons
In this stutation the customer had no other FEES posted. This will put hiz acccunt mto a Credit
Balance and the Cradt must be manually RELINKED to any subsequent Fees
Total Unapplied: 44.00

The Account now has a credit balance that must be Re -linked with Future FEES. If there

were FEES to be paid off, this credit woulldinothpay of f o
increased for your organization in those Category 1 areas of those FEES.
#Return | ¥ SaveChanges | 7 Delete % video Melp || Fl support || 7 send idea
Posl Faen Fayrrnt Reurd Staterrert Speed Tram Add Studert Add Cortect Land Fie Famvly Merre Sl
Sumenary Contacts Enroliment Transactions Billing Info Misc
Mm (Cu'vmx Outstandng #aknce)
Last 20 (Most Recent) Transactions
Date Typo» Sub e g Dinc Note « ‘._.;:m;;‘"" Chik o Date Unpaid Carta Sesxs Studests Chas®vents  Users
Typea Imts  Amte Paid« Amts
0226711 1 | aa00 | Unabile 10 comgete chats - rfunded | - Account a2 Mones £t De
half tuiticn Credit
01/20/31 Paymera -88.00 Cash aLaov11 Pones Lot Dol
0171011 Tustion Fen 88.00 2800 000 Caosh oA Bright Horizems Basketball Hones Da
Bebevue
12/2910 Payment 265.00 Cash 12/2810 lones
11710710 | Apparel Fee 7500 7500 Cash 11710710 DDemo

**See the Importance of Linking Fees and Payments elsewhere in this guide!
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Reporting for Credits

Because Credits are a different Transaction Type than Payment (credits) which record
revenue, they will not show up on revenue reports. You can easily run a list of all
transactions for ANY transaction type for any time period by running any of the following

reports:

Transactions T Advanced Search
Transaction Listing

Transac tion Summary
Transaction Sub -Type Listing

E ]

Refunds and Credits and Quick Books

** Please see the Quick Books section of this User Guide for additional
information**

Refunds which are Transaction Type: Refund Request (Debit) will transfer over to Quick
Books as a negative transaction. Credits do not affect revenue and do not transfer over to
Quick Books.

Here is an example of how a Refund Transaction appears in Quick Books:
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QuickBooks Report Page |
Date From 082017 Dae Ty 28201
Dxe Location
Paymert tMethod Amourt
CE( Cash 36000
JRT Ched 66000
oeznn JRT Visa 3300
Daly Payment Method Total 105200
Refunds
oAl JURT Check
Daly Refunds Tatal
Dty Nt Totsd
Categery Type
(Elark) Agpami Fee
(Elank) B0 Dot
(Btank) Late Fee
(Elank Regsyation
Recta Fee
(Blank)
(Etan
(Bltank
(Blark)
(Elank)
(Etank
(Etank
(Etank
(Elank
(Etan
{Elank
(Blark)
oneo1 JRT (Elank
oNs011 JRT (Etank
0 IRT (Etark)
IRT 10
IRT Darce 13000
IRT Graoeywnrapostrophe Tubon Foe -3300
Daly Tstngory Totd BET &
Refunds Amount
QNE01 JRT Brignt Hozors - Balevue Refuro Recpiest 5667
Dty fidunds (Catngery) Total 5887
Daty Net Total 189008
Refund Credas Total L6 AT
Report Net Total 866.30

Deleting a Payment (credit) (e.g. bounced check)

Note: Payment transaction
unless you have Permissions to do so).

From the

s created through

familybés:Transacti on

Tab

1. Select the EDIT link on the Payment

2. Sel ect the

Aunl i nadt aochdonhéeéopd@yment

e-commerce (e-payments) can NOT be deleted

from the

3. Zero out the payment amount and put a notation on the Transaction. BOUNCED

CHECK i PAYMENT removed

Toriginal

transact

4. Save the edits

i the balance on the account will adjust.

Thi
and will reset the

s wi-L I N Kdeldte the Date Paid)
account balance.
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Charging Tax in Jackrabbit 0 (Canadian Customers - GST)

See ASetting a Delnthe IGetting StartedRJaet Guiie . You can set your tax
rate to be automatically calculated on both service and / or non -service areas.

Tax settings are located under Tools T > Edit Settings -> Edit Defaults /Tax selection .
You will see several fields:

There are two areas where you may want the tax calculated for you as an addition to your
cost. If you charge  Tax on Fees and Services you need to set up the following:

For Example: Canadian Clients charge GST on Services and Fees.

Services Taxable . set this field = yes if you tax your services (ex: classes).

When set, after you enroll a student in a class, th e "Post Enrollment Fees" window
will display the Tax field. When running Post Tuition Fees or Post Tuition Fees by
Hour (described elsewhere in this guide) you are now able to post taxes on Tuitions

or not.

Post Fees Taxable . if this field is = yes, the Tax field on the "Post Fees" window
will be calculated automatically. Post Fees i s used to post any type of fee, including

non -service ( goods/products ) fees.
Tax Rate : Enter your tax rate ( withoutthe % ).

Tax Label : This is the tax field name on your Pos t Fees or Post Enrollment Fees
window . For Example: GST, PST

Tracking Revenue for Materials and Merchandise

It is possible to track revenue from Materials and / or Merchandise in Jackrabbit. Jackrabbit
does not yet offer any type of inventory control, but you can enter the sales of merchandise
in Jackrabbit and print reports on revenue generated.

In order to best track Merchandise revenue, you should add a Category 1 Value and a

Transaction Sub Type Value for each piece of merchandise. For example: Category 1. T -

shirt $9.99 and a matching Sub Type Value: T - Shirt $9.99. You should include the price in

the | abel to avoid having to tape a fiprice listo to yo
visible.

This may seen redundant, but it allows you to identify merchandise transactions and the

Category 1 value allows you to track the Revenue.

So, if you were to enter a Transaction fora T - Shirt that a family purchased, you would use
the Post Fee button and the transaction would look something like thi s:
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C JACKRABBIT
LASS Post Fees
+ Save Changes
This is the new Transaction page. It allows you to enter up to three fees at one time and/or a payment.
Family: Adam Current Balance: 88,99
View Transaction History Tools => Edit Defaults => Tax Rate: 7.50

Gig Harbor, WA 98335
Students: Samuel, John, Jane, Bob, Mary, Wis, Ggg

Note: For revenue/pmt reporling, specify Catl or select Class/Event to relate transaction with Catl/Session,

Fees/Charges  Transaction Date: 5/8/2009 i
Type Sub-type Note Orig. Discount Add Tax Amount
1. Merchandise (Debit) + T-Shirt§9.99 v T Shirt for Art Show 999 0.00 0.00 9.99
Class/Event: 31 Search (lear Student: BobAdam v caty; T-Shin$999 ~ qry: 1
2. o Quantity is a
Y M 0.0 % | NOTE only field
Class/Event: Search Cew Student: v Gty v Qty: .

Tax Receipts & Year End Statements

You have the ability to produce either a printed copy of annual transactions for a family or

an email copy. This is done through the Statements T print feature or Statements T email
feature.
To Print statements w  ith multiple transactions by date, type, paid or unpaid, with family

detail or none go to the Transaction Search area of printed or emailed statements:

Transaction Search
(When searching Uansaction types. statament will show ansacton sotal insead of cumerciprevious Salance.

Transaction Date From: :;j Through Date: E]

Transaction Type: | A
Deposit Fee (Debit) E
Late Fee (Debit)
Merchandise (Debit)
Other Fee (Debit) v
Salect one or more days by hodng the CTRL key

Show Paid/Unpaid Transactions Only: -
Display Current Balance with Total: p,

Transacoen searches wifl show 2 “Tozal™, Tha cpnon wil ako dsplay the “Current: Balance”

For exampl e: if you want to show all payments that a family has made in a year, you
would setthe Transaction Date Jan1 - Jan 1. Transaction Type: Payments. Show Paid Only.

NACHA Files (Bank Drafts) Usage

STOP! Nacha Transactions do not Link in Jackrabbit i if you are using Nacha Files,
your revenue reporting will be off. Please see the Jackarbbit e-commerce User
Guide on preferred vendors who support e - checks or bank drafts without using

Nacha Files.

STOP! Studio AutoPay / ACH and Authorize.Net users DO NOT need to use NACHA files.
Please follow ecommerce usage directions above for initiating a b ank draft.

If you have Money Movers of America as your merchant account and have been
approved to do bank drafts), you will draft bank accounts by creating a NACHA file in
Jackrabbit, saving the file to your hard drive and uploading it to your bank or to MMOA for
processing .

General Information:

A NACHA (ANational Aut omated Clearing House Associ

format that contains the information a bank needs (bank name, routing transit number,
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