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Section 1 ð 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 enrollment, 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 ðgiving 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, just sign up through the ñBuy Nowò form on 

the website.  

 

Major Software Features include:  

 

¶ Low monthly subscription fee  

¶ Unique Executive Dashboard login page  

¶ Complete contact management  

¶ Class information, scheduling, & enrollment  

¶ Billing and Accounts / Receivable  

¶ Seamless integration of multi location data  

¶ Easy view of combined location organizational reporting  

¶ Security and permissions based functions  
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¶ Comprehensive reporting  

¶ Attendance and makeup tracking  
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Section 2  ð 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.  

 

 
 

1
st

 Level ð Online Videos & Additional User Guide s (.pdf)  

 
Select  the ñVideo Helpò button  located 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 like to watchéTURN ON YOUR SPEAKERS!  

 

Select the ñUser Guideò link located in the upper right hand corner of any page. This 

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
nd

 Level ð Internal Jackrabbit Systems Administrator  

 

Each Jackrabbit Client should designate one  internal employee as their ñJackrabbit 

Systems Administratorò.  If you requir e Jackrabbit  support, please direct your 

questions to this person. This addresses the issue of getting the same support 
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question from the same client multiple times and helps us provide more efficient 

service.   The User Guide contains a chapter on System Administration.  

 

3
rd

 Level ð 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, 

please have your Internal Systems Administrator send us an email via the ñSupportò 

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 . 

 

Jackrabbitôs Help Desk is available to answer your questions submitted through the 

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.  

¶ Your fee can change month - to -month depending on your TOTAL number of  

students.  

¶ See the Price link on our website for details:  

http://www.jackrabbitclass.com/pricing.asp  

¶ The TOTAL STUDENT count is taken on a random day of the month to  

determine your billing rate for the next month.  

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

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

  

 

 

mailto:support@jackrabbittech.com
mailto:billing@jackrabbittech.com
http://www.jackrabbitclass.com/pricing.asp
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Hours of Support  

 

Monday through  Friday  
 

8:00am ï 5:00pm Eastern Standard Time.  
Federal Holidays excluded  

support@jackrabbittech.com  
 

Emergency Support  is available after hours via the ñSupportò button only. Our Support 

staff will attempt to contact you as soon as they receive the message.  

 

Additional Guides  

 

If yo u are just getting started with Jackrabbit ï see the GETTING STARTED User Guide ï 

this guide gives you the basic navigational and set up processes to get a head start in 

Jackrabbit.  

 

For Web Integration of Jackrabbit ï see the ONLINE REGISTRATION User Guid e ï this 

comprehensive guide describes all areas of integrating Jackrabbit with your website.   

 

For e -commerce Integration of Jackrabbit ï see the ECOMMERCE User Guide ï 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.  

 

 

mailto:support@jackrabbittech.com
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Section 3  ð 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  

 

 -  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:  

 

¶ Understanding all aspects of Jackrabbit and where information is entered  

¶ Coordinating all support requests to Jackrabbit and distributing responses  

¶ Have a good working knowledge of the organization structure in terms of staffing, 

procedur es, accounting and class set up  

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

¶ Understanding how to revoke  and u n- revoke Users on the system  

¶ Understand the importance of Passwords  

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

¶ 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 business unitôs data , a separate 

location can be used to do this.  Locations should be assigned an abbreviation (3 -10 

characters) to represent a location ôs 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 the Familyôs location, NOT the class Location.  

 

3.  If you have Jackrabbitôs e-Commerce Module and a single Jackrabbit Database with 

multiple Locations, Jackrabbit can be linked to a single bank account.  All Locationôs 

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 

will switch any records currently with the ñoldò code to the ñnewò Location code. 

 The address information entered on the Location record (TOOLS ï EDIT DEFAULTS 

ï LOCATION) will be used as the facility address printed on the Family Statements.  

 

Adding a Location  

Action => go to TOOLS ð EDIT   LOCATIONS  

 

1.  Highlight ñToolsò on the main menu and select the ñEdit Locationsò item. Click on the 

ñAdd Locationò button to add a location or click on the ñLocationsò tab to view the list 

of current locations.  
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2.  When you have completed inputting the information, click o n the ñSave Changesò 

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 ï please contact Customer Support 

through the support button in your database.  

 

Managing System Users  

 -  Tools  

Action => go to TOOLS ð 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 IDôs within your organization as you like.  The default amount 

of userôs in any organization is 2 CONCURRENT users ( any 2 people logged in at any one 

time).  If 2 users are logged in and a 3 rd  tries to login ï 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 IDôs are: First initial and Last name.  For example: jdoe.  If this 

ID  is in use try full first name and last name . There are places where Jackrabbit ñshortensò 

the User ID  ï 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 ñClone Userò button on their record. 

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

Submit  

4.  You will be taken to the new Userôs record. Change the First / 

Last name and email address to match the new user.  Save 

Changes.  

Deleting a User ID  

 

1.  Highlight ñToolsò on the main menu and select the ñManage 

Users & Permissionsò item.  

2.  Click on the ñUsersò tab to view the list of current users. 

3.  Click on the appropriate Users name and the ñUser Profileò page 

is displayed.  

4.  While on the ñUser Profileò page click on the ñDeleteò button 

and the User ID  will be permanently deleted.  

Changing a User ID  

You cannot CHANGE a userôs User ID  once it has been created.  You must create a new User 

ID  (use óClone Userô button to quickly create new ID ) and delete the old one.  Use the Clone 

User Feature to create identical User Permissions.  

 

Cha nging a User IDõs 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, that Userôs email address is associated with that support request.  

 

1.  Highlight ñToolsò on the main menu and select the ñManage 

Users & Permissionsò item.  



Jackrabbit ï User Guide 

 

Page 19 of 182 

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 Userôs IDôs email is NOT your organizationôs reply to email which receives Web 

Registrations and Online Bundles requests.  Please see the organizations REPLY TO EMAIL to 

change.  

 

 

Editing a Userõs Permissions ð denying and allowing access  

Once a User is created t here are 3 areas which can be accessed to manage their account:  

 

User ID  link  ï This displays the userôs name, email and password restriction 

Edit Permissions Security link  ï 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  ï This displays the Locations that have been setup and whether the 

user w ill be able to access each Location.  

Class Categories link  ï 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:  

 

 
 

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

Action => Tools ð Manag e Users and Permissions select a user 

ID  link to change Permissions, location or category access  

 

1.  Select a link: permissions ï location ï 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 ï 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 will get a message that says ñYou are exceeding your organizations MAX limit of 

concurrent users.   'User ID ' and 'User ID' are already logged in.ò  

  

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 Userõs Activity 

You can view user activity when you edit  / view a user  

 

1.  From The main TOOLS menu option ï select Manage Users and Permissions.  

2. Select the User whoôs activity you would like to View 
3. On the left hand menu of options select ï User Activity  

 

Changing Passwords  for Users  

 -  Security  

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

  

Changing your own password  

Action => go to TOOLS ð CHANGE PASSWORD  

 

1.  Click óToolsô on the red tool bar menu - Select ñChange 

Passwordò. 

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

the ñSave Changesò button near the top of the page and the 

changes will be saved.  
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If your user ID  is revoked ï click on the  " 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 ï Manage Users and 

Permissions  

2.  Click on the User ID  Link  

3.  Click the reset Password Button  

4.  Enter a new password twice  

5.  Click Save Changes  

Revoking / Un -revoking a nother  User ID  

User IDôs can be revoked to prevent access to your database.  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.  

Action => go to TOOLS ð MANAGE U SERS AND PERMISSIONS  

 

 

1.  Highlight ñToolsò on the main menu and select the ñManage 

Users & Permissionsò item.  

2.  Click on the ñUsersò tab to view the list of current users. 

3.  Click on the appropriate Userôs name and the ñUser Profileò 

page is displayed.  

4.  Change t he ñRestrictionsò value from ñAccess revokedò to 

ñNoneò. 

5.  Click ñSave Changesò button near the top of the page and the 

changes will be saved.  
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To Un -revoke your own User ID  

If the User ID  that has been revoked is YOU:  

 

1.  Click the ñI FORGOT MY PASSWORDò link located under the 

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 . 

 
   *  

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 ï 

manage Users and Permissions ï select user)   

Alternatively ï please contact support at support@jackrabbittech.com  to regain 

access.  

 

mailto:support@jackrabbittech.com
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Managing Email information in Jackrabbit  

 

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

a COMMA.  

 

Allowing customers to òopt outó of receiving your emails.  

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 ñopt outò.  This is simply verbiage offering customers the ability to be removed from your 

email 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.  Main tab ï enter a NEW Organization e -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 ñreply toò email address when clients submit 

requests through the online bundle.  

1.  From the Red Menu Bar ï go to tools ï 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  

http://www.4shared.com/
http://www.box.net/
http://www.uploading.com/
http://www.mediafire.com/
http://drop.io/
mailto:emailbilling@jackrabbittech.com
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Updating your Websites Reply to Email address:  

This is the email that receives email notification of a web registration.  

1.  Go to Tools ï 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.  

 
 

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.  Go to Tools ï List Events  

2.  Select an Event type  

3.  On the Summary Page enter a Notification Email  

4.  Save you r Changes.  

 

 

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 ñFamiliesò on the main menu and select the ñEmail Familiesò item.  

2.  The system displays the ñMass Emailò 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 ñSending an Email to Instructorsò 

section to email only Instructors)  

5.  When you have completed inputting the information, click on the ñSubmitò button 

and the email will be sent immediately.  

The list of óReply Email Addressesô comes from the addresses found on the User 

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:  

¶ From the Main FAMILIES drop down Menu ï select Email Families  

¶ Enter a Studentôs Age or Birth Month 

¶ Enter the body of your email  

¶ Submit the email  

 

Email Templates  

The 4 main email function (ñEmail Familiesò, ñEmail Classò, ñEmail Instructorsò, and ñEmail 

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 want to choose ñHTMLò.  The HTML editor being used for ed iting is the 

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

using ñEmail Templatesò. 

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

sending.   Templates can be ñtextò or ñhtmlò.  A new User permission ñEdit Email Templatesò 

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 

ñCharles Dickensò.  Instead, print to a PDF, upload to website and send out an 

ñannouncementò with link in email.  Keeping the email small and without 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 -

use a template.   Users can also create a ñstandard emailò template which may have a 

standard header, footer, etc.    

To Create Email Templates:  

1.  From the Red Menu Bar, select Families ï Email Families  

2.  Selec t 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  / contactôs email 

address may be linked (underlined and clickable) using the someu ser@email.com .  The 

ñmailtoò protocol launches whatever mail client / program is installed on your comput er 

(locally, if there is one) such as ñOutlookò.   

 

If you use 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 ñsetup wizardò and prompt the user to please specify their email address, SMTP server 

name, password, etc.   We cannot assist you  in setting up personal email.  

 If you wish to email customers individually: 

You can  copy the email address and paste into the ñTOò field in whatever email client / 

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.  

mailto:%22%3Emailto:%3C/a%3E%20protocol%20such%20as%20mailto:%3Ca%20href=
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A ñDelivery Status Notificationò is not the real email sent to the customer, it is a just an 

excerpt of the email as a ñstatus notificationò sent to you the ñSenderò letting you know of 

any delivery issues.   These are ñDelivery Status Notificationò email messages sent from the 

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 ñDelayò notification alerting you that our mail 

server could not immediately reach the recipient joeblow@yehoo.com  and will continue to 

try until Sep. 23, 2008 7:36pm.   Notice the typo ñ@yehoo.comò which really should be 
ñ@yahoo.comò.   

This email will  ultimately fail (because ñyehoo.com ò is not valid) and you will receive a 

ñDelivery Status Notification (failure)ò email.  This happens when the email address has a 

typo, and these Delivery notifications help to alert you to the possibility of a bad email 
address in your database!  

To find the ñbad emailò use the Global Search field (yellow textbox at the top -center of the 

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

ñ@ò symbol, Jackrabbit assumes you are searching for email addresses.  Try searching on 
ñ@yehoo.comò and you should find the bad email and can correct it.   

 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 ï select the emails and paste them into your own Email Program  

 

Jackrabbit is NO longer the sender of this email.  

 

 Emai l ing  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 email uses Jackrabbitôs ISP, which can be seen as Spam by the recipientsô 

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).  

 

mailto:joeblow@yehoo.com
http://yehoo.com/
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Single Emails (clicking on a contact's  / student's email link) already uses your ISP: It 

launches YOUR email software, inserts the recipientôs address for you, and sends the email 

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 list is 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 I email an Archived Class?  

You can email an archived class ï you must restore it first ï send the email and then re -

archive it.  

 

How can I 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:  

 

¶ From the Main Families Menu ï select ï Families Advanced Search  

¶ Select the value Has No Email = TRUE  

¶ Click submit  

 

Why arenõt mass emails I 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.  The email  was automatically deleted by the recipientôs spam  

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 ISP thinksô 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.  Select the EDIT link ï 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 Pos t an individual Message:  

1.  Go to the Families Page  

2.  Select the MISC Tab  

3.  In the Customer Portal Login Message ï 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  

 

!!! Onl y Registrations that contained an email confirmation will be 

archived.  

 

How can you e -file Registration Confirmations for existing?  

There is a ñtransitionò period where NEW customers have a copy of their registration form 

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 ñstationò set up in your lobby for a period 

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 ï 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   

 

Click the ñExcelò link to export your Family Address Listing Report to Excel  

Click ñFile ï Save Asò and save your file.  Change ñSave as typeò value to Microsoft Office 

Excel Workbook (*.xls)  

Start Microsoft Word  

Click Tools ï ñLetters and Mailingsò ï ñMail Mergeò 

Select Doc ument Type.  On the right -hand side, you should have a ñMail Mergeò pane 

prompting you to ñSelect document typeò.  Choose ñLabelsò and click ñNext: Starting 

documentò at the bottom. 

Starting Document.  Click the ñLabel optionséò link and choose your label type and click 

ñOkò.  Click ñNext: Select Recipientsò at the bottom. 
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Select Recipients.  Click the ñBrowseéò link to browse and select the Excel file you created 

in step 2.  Click ñOkò on the ñSelect Tableò window.  Click ñOkò on the ñMail Merge 

Recipients ò window.  Click the ñNext: Arrange your labelséò at the bottom 

Arrange your labels.  Click the ñMore itemséò link to open a window called ñInsert Merge 

Fieldò.  Like this: 

 

Select ñNameò and click ñInsertò, Select ñHome Addressò and click ñInsertò, Select ñCityò and 

click ñInsertò, Select ñStateò and click ñInsertò, Select ñZipò and click ñInsertò.  Then click 

ñCloseò. 

 

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 ñUpdate all labelsò button to apply the same format to all label cells. 

 

Finally, click ñNext: Preview your labelséò at the bottom.   

 

Labels  

 Action =>  Reports ð 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 ï 

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 here is an option ñCurrently Enrolled in 

(Select classes below)ò.  If set to ñYesò, searches only students ñCurrent Enrolledò.  If set to 

ñNo (previously enrolled), only searches students previously in the class (terminated or 

not).   You can also set this option to (blank) meaning you donôt care if student is currently 

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 ñnoneò 
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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.  Highlight ñToolsò on the main menu and select the ñImport 

Dataò item. 

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 ñSmithò kids go to the right ñSmithò family. 

The import feature does  NOT have ñduplicate checkingò. If you are importing 

records of families who already existing in your database, (in an attempt to update contact  / 

student info) duplicate records will be created. There is no ñmergeò function for Jackrabbit. 

Phone Numbers MUST be imported in TEXT format. To force this, place a single 

quote 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 like. This function, ñDelete Imported Dataò (under the Tools 

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  

 -  Executive 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.  

 

¶ Set the parameter  / threshold values on the Settings link at the bottom of the 

dashboard , click ñSave Changesò button and the colored indicator bars will change 

accordingly.  

¶ Click the ñRefresh  Dashboard ò button when viewing the Dashboard to include all 

updates in the results.  

¶ To see details behind each indicator, just click on the indicator.  
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From the Dashboard if Users select the following any of the below links, the following 

information is launched:  

 

¶ Drop History (covers ñTotal Drops in last X daysò on dashboard) 
¶ Online Registrations (Class & Event ï covers ñWeb Registrations and NOT Portal 

Registrations in the last X daysò) 

¶ Aged Accounts Report (from the dashboard, this handles the ñunder 30 daysò, etc 

links)  

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

¶ Customer Portal Log (covers the ñPortal Enrollment last X daysò) 

¶ Source Report  which covers ñhow they heard about usò selections. 

¶ The ñBirthdays Next X Daysò (different from ñBirthday Reportò) is no longer fixed to 

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 ï Reports Menu and 

are covered as follows:  

 

 
 

¶ The ñAbsencesò link  pulls from Absences  / 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 -3 ti mes  in last 14 days,  

2. 4  or more times in last 30 days with this info, you can  do follow -ups to try to  

prevent possible attrition.  

 

¶ Scheduled Trials  link uses the Enroll History Report  

¶ 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 ñToolsò menu and choose ñManage Users Permissionsò. 

2.  Click ñEdit Permissionsò link on that Userôs row. 

3.  Uncheck the ñexecutive Dashboardò boxò and SAVE CHANGES. 

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.  From the Red Menu Bar ï select Tools ï Edit Locations  

2.  Select the Announcements Tab  

3.  Click the EDIT HTML link and enter your text  

4.  Save changes  

Setting up your Logo  

Action => Tools ð Edit Settings ð òOrganization Logoó option 

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 c hanged.  

 



Jackrabbit ï User Guide 

 

Page 35 of 182 

1.  Highlight ñToolsò on the main menu and select the ñEdit Setting sò item. You will see 

the ñOrganization Logo ò Option . 

2.  Click the ñupload imageò link in the Logo file: field. The Upload File page will display. 

3.  Click ñBrowseò to find your logo file in the directory where you have it saved. 

4.  Highlight the logo file and click ñopenò. The file name will be inserted into the óImage 

Fileô field on the Upload File page.  

5.  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 
ñPrinting a Family Statementò section for directions) 

 

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  ð 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 ð 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 cannot switch a familyôs status to 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 enrollment 

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 Familyõs (last) Name 

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

2.  Click on the ñFamily Nameò button and input the new last name. 

3.  Click the ñSubmitò button. 

 

Duplicate Families  

If a duplicate family is created, you must copy the information from one family to the other.  

There is no ñMergeò function in Jackrabbit at this time. 

 

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

the two families.  This requires manually changing the tuition amount on one family and 

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 ñProblem Accountò field = yes (ñSummaryò tab). You may want to input 

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.   *Use the ñAdvanced Searchò under the Families menu to find 

all Problem Account famili es.  

 

 

Printing Mailing Labels for Birthdays  

You can print Student labels for a specific Birthday month.  From the Reports menu ï 

Student Labels search criteria, enter a Student Birthday month.  Jackrabbit will pull all 

students with that month as a value.  

 

Marking Families as Prospects  

 
Some business es find it useful to mark families as ñprospectsò. 

 

To mark families as prospects:  

On the Family / Account Page => Misc Tab there is a field labeled "Prospect" it is a Yes  / No 

field. This will help any business development team in their efforts of tracking who is in the 

database and who has never enrolled.  

 

Use the ñAdvanced Searchò under the Families menu to find all Problem Account 

families.  

 

 

Famil ies - Advanced Search  

 

Under the ñFamilyò menu:  The ñAdvanced Searchò is very useful in finding families  based 

on criteria:    

¶ Families enrolled in particular class CAT1, 2 or 3, Session  

¶ Search by Source, payment method, payment schedule, balance, Problem Accounts, 

etc  

¶ Families with a Fixed Fee or Fam ily Discount, Number of students, Registration 

month  

¶ 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  

Order is Important: 1 st:  Drop Students from a ll classes, 2 nd : delete all students, 

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 ñSearchò field at the top of page, input either the first and / or last name , 

email address (must include the @  symbol  ) or home phone number (last 7 digits) in 

the field and click the ñGoò button.  

2.  The system displays the ñGlobal Search Resultsò showing family / student  / contacts 

results page. Click on the appropriate name and the page will be displayed.  

3.  Click on the ñDeleteò Button near the top of the page. 

 

Adding / Updating Student Skills  

You Must CREATE the Student Skill List first (see below) before you can add skills 

to a studentôs record. 

 

1.  From the student page, Skills T ab, click ADD SKILLS  

2.  The main skill and any sub -skills will be added to the studentôs record. 

3.  As the student achieve their skill, mark the date Attained.  
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Please Do not use the ñLevel Attained, Date Attained and Historyò fields at 

the bottom of this sc reen.  This was the ñold wayò of recording skills (will be 

deleted soon) and has been replaced by the ñSTUDENT SKILLSò box at the top of 

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  menu)  Use ñSkills Searchò under the Student menu to find 

students with certain skills .  

Families Birthday Medical Information ð 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  

Watch the   

This must be done prior to adding skills to a Studentôs record. 

 

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 -  Highlight ñToolsò on the main menu and select the ñEdit Student Skills Listò item 

2 ï Click ñAdd A Skillò button 

3 ï Once the skill is added you can add Sub -skills by clicking the ñSub-skillò link on the 

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 

ñspecificò 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 ñspecificò information important to your organization.  Ensure that you have 

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 ï Edit User Definable Fields.  
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Section 5  ð Classes: Basic  Features  

 

Watch the   

 

!!!  See  the Getting Started User Guide on how to Add Group and 

Private Classes  

 

Classes Page ð Tab Descriptions  

On the Class Page you will see the following Tabs:  

 

Summary  ï 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  ï 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  ï 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 class is not on THEIR (the studentôs) enrollment history.  

However, NOTES and DROP REASON are found on the student enrollmen t history.  

 

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

 

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

 

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

 

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

 

Lesson Plan  ï 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  ï 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 ñunitò value or quantity that is necessary to track for students. 

 

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.  Highlight ñClassesò on the main menu and select the ñAdd Classò item and the ñAdd 

Classò page will be displayed.  

 

2.  Input the Class ID  and location and click the ñSubmitò button. The class information 

page will then be displayed.  

 

 

 
 

3 ï You will see the Per -Day field on the summary tab, change it to ñYesò and click on the 

ñSave Changesò button. 

 

 
 

4 ï You will now see a new table display on the summary tab near the top labeled ñPer-Day 

Class Tuitionò.  

The ñ1st Classò tuition amount is the fee if a student attends one class a week. The ñ2nd 

Classò tuition amount is the total fee if a student attends two days a week and so on.  

The multi -class discounting feature in the ñPost Tuition Feesò function does not 

apply to these tuition fees.  

 

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

You will also see that  the ñEnroll Listò tab now contains check boxes for each day of the 

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.  



Jackrabbit ï User Guide 

 

Page 43 of 182 

Private Lesson Classes  

For RECURRING Private lessons (the private lesson meets the same day  / time each week 

and has the same enrollment 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 ï 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 -  ï when viewing a list the order will be in Day / Instructor / Time  

Lisa-Tue-3pm -  ï 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 ódescriptionô field include the class name and the DATE of that class. 

 

3.  See ñcopying a single classò below for tips on creating all of your private lessons 

quickly.  

 

Tips for Private Classes:  

¶ Class Rolls  for a single Instructor: use the INSTRUCTOR SCHEDULE (button on the 

Instructor page).  

¶ Daily class roll for multiple instruct ors: CLASSES ñAdvanced searchò, WEEKLY VIEW. 
 

¶ 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.  

 

¶ 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 ex tra empty classes.  

 

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

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. This was 

requested by several clients to make the  schedules easier to read when there were 

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.  

 
¶ 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 consistent  private classes at the same time each day, but want to offer the 

spot to different students you can do this.  The Weekly schedule will keep the information 

up to date and the appropriate student name will display.  

 

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

the week, you  can create ñwindowsò on the calendar. (Donôt forget you can also color 

private classes by category).   

 

Example: 9:00 -9:30 Monday -  Friday.  

 

John Smith wants every Monday and Wednesday, Susie Jones wants every Tuesday and 

Thursday and Mary Martin wants Fr idays.  

 

Benefits:  

 

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

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

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

 

Considerations:  

¶ The billing amount or tuition fee must be the same for all  

¶ The words ñclass Fullò will also appear on the screen when you hover over it.  

However, this is only important on days when the Class name appears vs. the 

student name ï the class is NOT FULL on these days.  

¶ When enrolling a student you must UNENROLL THEM on the days they do not wish to 

attend.  

¶ 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 

ï you must enroll the new student as a MAKE -UP. 

 

How to program Consistent Private Lessons:  

 

1.  From the Class Page select PER DAY=YES  

2.  Input all other relevant class information, days of the week, description, etc.  

3.  Set the Maximum Class size to 1  

4.  Enroll students as normal = remember you must UNENROLL th em for the 

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

For organizations tracking absences (not attendance) and scheduling makeupôs, you can 

now control how Jackrabbit handles the rules of scheduling makeupôs and honor ing class 

max size. This setting can be found under Tools -Edit Settings. Historically, Jackrabbit 

trusted the user in allowing single makeupôs to exceed class max size. You can now set a 

hard limit of 0 (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 ï select Edit Settings  

2.  Fill in the Class Size Makeup limit  

3.  Save your changes  

 

 
 
Schedule View:  

 

 

 

Search Classes field  

 
 

1.  Using the ñSearch Classesò field at the top of page, input the first few letters of the 

class and click  the ñGoò button.  

2.  The system displays the ñGlobal Classes Search Resultsò showing class / status  / 

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, % enrollment, class details  

3.  Class Schedule: search page allows you to find classes with óOpenings onlyô and 

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  

¶ Find open slots in your scheduling (and add a class into that slot from the same 

screen)  

¶ View open slots in your instructor schedules  

¶ View room availability  

¶ View enrollment (names, openings, absences, makeupôs) per class  

¶ 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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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  

 

  

¶ Click the ñClass nameò link to go to that class record. 

¶ Click ñEnrollò link to enroll students into that class. 

¶ Click the ónumberô in the SIZE column to go to that classes Enrollment Tab. 

 

 

WEEKLY VIEW Output FORMAT :   

Displays classes in a week long calendar format  
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¶ Change the date (óWEEK OFô field) to display different weeks or use PREV and NEXT 

buttons  

¶ Use your mouse to hover over a class name and details will be displayed:  

¶ (Class name (links to class), Times, Cat1, current size, openings, waitlist, room, 

days, fee, Instructor)  

¶ Check SHOW STUDENTS box to display enrolled studentsô name in hover details. 

¶ Private Classes (max size=1): If full, the studentôs name will display. If thereôs an 

opening, the class name will display.  

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

calendar.  

¶ Classes with openings will show number of openings after class name in Parenthesis 

(ex: Pre -Ballet (1)  )  

¶ If thereôs an opening, use the ñenrollò link in hover details to enroll student(s)  

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

¶ Number of openings (8), Absences (3a) and Makeupôs (1m) will display next to class 

name:   

¶ ex:  

¶ For Color - coding classes based on CAT1, edit your Class Cate gory1 drop -down 

(under Tools) and set the color.  

 

 

DAILY VIEW Output FORMAT :   

 

A single dateôs class schedule displays by Instructor and their skills.  The columns are 

dynamic and will shift to the left based on which instructor has the most activity.  

For the Day Calendar, the column order of Instructors is based on ñClass countò 

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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¶ Read bullets under WEEKLY VIEW description (above)  

¶ Change the date to display different dayôs classes 

¶ Check ñHide Instructor w/no activityò box to hide those instructors with no classes 

that day  

¶ Instructorôs Vacation / black out days will be visible (set on Instructor screen, 

availability tab)  

¶ Options to óAdd New Classô, Print, Settings (start / end times for display)  

¶ ñSettingsò link in the upper right of the Daily & Weekly Schedule:  Userôs can now set 

the starting time and endin g time to something more specific than the 5am ï 12 am 

range (which is the default)  

 

ROOM VIEW Output FORMAT:  a single dateôs class schedule displays by room.  

Similar to the Daily View, the column containing the Room with the most activity will shift to 

the left.  

 

 
 

¶ Read bullets under WEEKLY VIEW description (above)  

¶ Change the date to display different dayôs classes 

 

The order in which rooms are entered on thi s display are:   
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¶ The first column is always the ñNo Roomò column meaning these classes have not 

been assigned to a room.    

¶ After this, Room columns are in the order of their total ñclass countò from left to right 
(highest to lowest).   By default, the roomôs ñclass countò is based on the # of 

ñActiveò classes meeting in that room on the selected calendar day, and having 

already  started and not yet ended (or no end date).    So, for example, if the class 

set to meet in room ñStudio 1ò has status=Active and has already started (Start 

Date<=Today) and has not yet ended and (today being Tuesday) the class has 

ñMeets Onò=Tuesday, then this counts a 1 class for room ñStudio 1ò.  If this room is 

the most active today, it will be the left -most column.    

 

My Weekly  / Daily classes view wonõt Display / Print with Colors 

To associate colors with each CAT1:  

Go to Tools => Edit Drop Down Lists , choose óClass CAT1ô, and click the ñcrayonsò to choose 

color, save changes   

 

If colors are set up, but will not ñprintò in color: 

In Internet Explorer, click on the ñToolsò menu, click ñInternet Optionsò, click ñAdvancedò 

tab.  

Scroll down until you see the ñPrintingò section.  In IE, for background colors to print, the 

option ñPrint background colors and imagesò must be checked. 

 

Creating Class Lesson Plans  

1.  Go to Classes Menu, Master Lesson Plans option  

2.  To add a new Lesson Plan, Click ñAdd Master Lesson Planò 

3.  Name and Submit  

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

the ñAdd Lesson Plan Itemò button. 

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

the Lesson plan.  

 

Adding a Lesson Plan to a Class Record : 

From the class page, click the Lesson Plan Tab and click the óImport Master Lesson Planô 

button.  

You can also use ñAdd Lesson Plan itemsò button from the Lesson plan tab. 

 

Copying Classes ð 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 ñCopy Classò button near the top of the page and the system will ask for 

the new Class Name.   

3.  You offered to copy the enrollment from the existing class or not.  

4.  Click on the ñSubmit Classò button and a duplicate class with the new class name will 

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 ll 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 classes with this function and then use ñEdit All 

Classesò under Classes Menu to make changes to all the classes on one screen, instead of 

going into EACH CLASS, making changes, saving ï going to the next class, making changes, 

saving, é..etc.  

 

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 in the ñSessionò drop down field 

(Tools , Edit Drop Down List).  

 

1.  Highlight ñClassesò on the main menu and select the ñCopy Classesò item and the 

ñCopy Classesò page will be displayed.  

 

2.  Input the appropriate parameters and click on the ñSubmitò button and the new 

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, Enrollment 

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 enrollment 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 use the ñEdit All classesò function under 

the Classes menu.  This edits multiple classes without having to go into each class record 

individually.  

 

1.  Click ñEdit All Classesò from under the Classes Menu 

2.  The Edit All classes ñSearch Criteriaò screen is displayed.   

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 

to all the classes and ñSave Changesò.  

 

 
 

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 ñClassesò on the main menu and select one of the ñList Classesò items.  

2.  Select one of the classes listed. While viewing the Class Page, click on the ñCostume 

Size Entryò button.  

 

3.  The class enrollment list will be displayed.  Enter the known clothing sizes and known 

measurements.  

4.  Save Changes  

5.  The ñCostume Size Reportò is under Reports menu (you must have User Permission 

set to ñseeò 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 I 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 ï 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 ï next to the Status field ï 

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  is no 

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 enrollment that can be 

retrieved in the future.  

  

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

  

Nothing ðall transaction history is kept the same.   Archiving C lasses  does not Impact the 

Student  or the  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 ñDeleteò button near the top of the page and the system will verify the 

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 longer show under List Active Classes.  Archived classes appear as ñpast 

enrollmentò for the students. Once Archived, these classes are only visible under Classes 

menu, List Archived Classes.  

 

1.  Highlight ñClassesò on the main menu and select the ñArchive Classesò item  

2.  The ñArchive Classesò page will be displayed.  Fill out the criteria and óSubmitô. 

3.  You will be taken to the ñList Archive Classesò results where you will see all Archived 

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:  

 

¶ Updates the class setting and sets Status=Terminated  

¶ Deletes any students on a wait list for this class  

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

setting Drop  Date to todayôs date (Today being EST date)  

¶ Drop Reason = Class Terminated  

¶ Drop User  ID  to current User ID   

  

The Student Status is not checked  / updated immediately.   Overnight, the status is updated 

if they are no longer in any classes to ñInactiveò. 

  

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

 

!!!  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 ñfuture enrollsò ï see Future Enrolls in  this user guide for more information.  

Can I email an Archived Class?  

You can email an archived class ï you must restore it first ï send the email and then re -

archive it.  
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How do I transition between an ending session and a new session  

Towards the end of o 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 'Copy Classesô function under the classôs menu (see Copy a Session of Classes) to 

create your new session of classes and copy over your enrollment from the old session.   

 

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

in that session, Use 'Archive Classô under the classes (see Section 8: Archiving 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 Enrollment on the Student page.  

 

Restoring Classes  

If you have ARCHIVED a class, you have the ability to Restore the class and itôs enrollment.  

To RESTORE an archived class  

 

1.  From the Red Classes Menu ï 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 time.  There is no ñglobalò restore feature. 

 

You can also Restore a class from the SUMMARY page.  

1.  From the List Archived Classes page ï select a class  

2.  From the SUMMARY page ï select the RESTORE button next to the class status field.  

 

Class Rolls  

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

 

1.  Highlight ñClassesò on the main menu and select the ñClass Rolls ñand the selection  

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 ñControl Keyò while clicking on the 

ñSubmitò button to bypass your pop-up blocker software . 
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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 

vi ew 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 ñClassesò on the main menu, select the ñList All Classesò item and a class 

listing will be display ed. Click on the appropriate class name and the class page will 

be displayed.  

 

2.  Click on the ñClass Rollò button and the class roll will then be displayed. You may 

need to hold the ñControl Keyò while clicking on the ñClass Rollò button to bypass 

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  

 

Watch the   

 

Jackrabbit defaults to tracking ñabsencesò (exception: Dojo edition tracks 

Attendance).  You cannot track BOTH absences and Attendance ï it is 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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 !!  I f you prefer to track Attendance, please see note below and 

contact Support.  

 

 

 

Recording Absences (for databases tracking Absences)  

 

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

2.  Click on the ñEnter Absencesò link above the row of tabs.  

3.  Verify the DATE of the absences you wish to enter for this class (click the calendar 

icon and select date).  

4.  Each enrolled student is displayed. Check the ñAbsentò box for each student absent.  

a.  Not e: you may want to schedule a Make -up while recording an absence (see 

Make -ups)  

5.  Click the ñSave Changesò button and the system will display the number of absence 

records saved (in RED).  

 

Deleting Absences  

1.  Go to the class 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 info is ñhiddenò. (ex: if you have been tracking absencesô and then 

switch to tracking attendance, the previously record absence data is ñhiddenò from view 

(but it is not LOST).  Please contact Support@jackrabbittech.com  if you  need to ñseeò 

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.  

 

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

2.  Click on the ñEnter Attendanceò link above the row of tabs.  

3.  Verify the DATE of the attendance you wish to enter for this class (click the calendar 

icon and select date).  

4.  Each enrolled student is displayed. Check the ñAttendanceò box for each student 

absent.  

 

Track Attendance with your Barcode Scanner  

Watch the   

mailto:Support@jackrabbittech.com
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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 Jackrabbitôs Barcode Scanning feature, you will need: 

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 ñFeaturesò page.) 

 

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 ï 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 studentôs record either by either:  

 

¶ putting the cursor in the Student ID  field and scanning their barcode (the number 

will display in the field)  

¶ manually typing the number into the field.  Do this for all the appropriate students.  

 

 

Set the Attendance Barcode Options  

 

1.  Under the TOOLS menu, choose ñAttendance Barcode Readerò (Remember, each 

System User ID  must have the Barcode reader ñpermissionò box checked to see this 

option ï 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.  

http://www.barcodefactory.com/
http://www.barcodefactory.com/
http://www.jackrabbitdojo.com/docs/cs9101.pdf
http://www.jackrabbitdojo.com/docs/cs9101.pdf
http://www.jackrabbitdojo.com/
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Single Class: Marks student present for a single class  

None: look up option only (ex: verify membership), but doesnôt record attendance)  

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 ñAttendance Barcode Readerò and click LAUNCH button. 

A blank Attendance Page will appear .  

 

 
 

To take attendance  

1-  With the cursor in the ñEnter Student IDò field, Staff or students can SCAN (or 

manually enter ) the  studentôs 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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NOTE: studentôs name, class names and family name are LINKS that will take you to those 

records within your database.  
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Section 6 ð 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:  

 

¶ Store & Track perspective customerôs information for subsequent contact 

¶ Mass Email all families in the Lead File with the ability to exclude specific families  

¶ Mass Export all lead file information to an Excel Spreadsheet  

¶ 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 ï 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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User Permissions for the Lead File  

 

There are 5 User Permissions (Tools ï Manage Users and Permissions) that allow you to 

access the Lead File.  
 

Lead File email ï Has access to email leads 
Lead File ï Access ï Has access to view and search existing Leads only 

Lead Fileï Manage ï Has access to edit/delete/archive/restore a lead  
Lead File Mass Archive ï Has access to perform a mass archive 

Lead File ï Export Leads ï 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 a Lead to the Lead File ï this is not an existing Jackrabbit Family.  It would be 

supplemental to your Jackrabbit Leads  

 

2.  Individual Family Move to the Lead File ï From the Family Page ï select the ARCHIVE 

FAMILY button to send that Family to the Lead File  

 

3.  Mass Archive ï 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 ï 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 ï This allows you to 

move a group of families back into Ja ckrabbit with only their Partial Lead File 

Information restored.  
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What does a Lead File Look Like  

 
Once a family has bee n placed into the Lead File their  information looks like the following:  

 

 

 

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 ï Select the Lead File Option  

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

 

Adding a Lead to the Lead File  

 

As mentioned earlier ï 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 a ñnewò lead (a family that does not exist in 

your database)  

 

1.  From the Main Families Menu  ï select Lead File  

2.  Select the Add Lead option from the left hand side  

3.  Enter a Family Name ï Fill in the information ï save.  

 

To do a Mass Archive of families to the Lead File  

 

1.  From the Main Families Menu ï select Lead File  

2.  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 ï the detailed family information is GONE ï on the lead file information 

remains.  

 

To email families in the Lead File  

To email Families in the Lead File:  

 

1.  From The Main Families Menu ï select the Lead File Option  

2.  From the options  provided on the left, select email families  

3.  Insert you template information and/or create your email information  

4.  Send the email.  

 

To e xport Lead File Information  

To export the information in your Lead File:  

 

1.  From the Main Families Menu ï Select the Lead File Option  

2.  From the options provided on the left ï select ï Export Lead File  

3.  Choose your Format  

4.  Export the Lead File information.  

 

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  ð Enrollment Types for classes  

 

Basic Enrolling  

Watch the   

See óClass Management Tasksô section for Enrolling Multiple Students in the same 

class  

 

Enrolling  

1.  Using the ñSearchò field at the top of page, input either the first and / or last name, 

email address (must include the @ symbol ) or home phone number (last 7 dig its) in 

the field and click the ñGoò button.  

2.  The system displays the ñGlobal Search Resultsò showing family / student  / contacts 

results page. Click on the ñENROLLò link on the appropriate student  line and the 

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 ñenrollò link next to the class. 

5.  A Pop up window will prompt you to enroll without posting the class fee (click óDo Not 

Post Feeô) or enroll and Post fee (fill out fields and click ñPost Feeò) 

6.  Repeat Steps 4 & 5 for each class for the student.  

7.  When enrollment is complete, click the ñCloseò link. 

 

Other ways to Enroll  

¶ The óEnrollô link next to the Studentôs Name on the Family record, Summary 

Tab 

¶ óNew Enrollô button on the Studentôs Record 

¶ óEnrollô link on Global Classes Search Results (use ñSearch Classesò field) 

 

Enrolling a student in a class makes their status ñactiveò   

 

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 familyôs account.  If you then run POST TUITION FEES (Monthly 

billing) for that class, they will be double charged!   Consider the timing when accepting this 

prompt. See ñFees / Paymentsò Section for ñHow to Post Enrollment Feesò. 
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Dropping a Student from a Class  

(See óClass Management Tasksô section for Dropping Multiple Students from the same class) 

 

1.  Using the ñSearchò field at the top of page, input either the first and / or last name, 

email address (must include the @  symbol ) or home phone number (last 7 digits) in 

the field and click the ñGoò button.  

2.  The system displays the ñGlobal Search Resultsò showing family / student  / contacts 

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

be displ ayed.  

3.  Click the ñDropò link on the appropriate class enrollment line. The drop student class 

page will be displayed.  

4.  When you have completed inputting the information, click on the ñSubmitò button. 

You can also drop a student from the Class record, Enroll ment Tab. Click óDropô 

Link on the studentôs row. 

 

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

Use the Delete link.  Save Changes.  

 

All óDroppedô students will be reflected in the Drop History Report. 

 

 

Transferring a  Student to Another Class  

1.  Using the ñSearchò field at the top of page, input either the first and / or last name, 

email address (must include the @  symbol ) or home phone number (last 7 digits) in 

the field and click the ñGoò button.  

2.  The system displays the ñGlobal Search Resultsò showing family / student  / contacts 

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

be displayed.  

 

3.  Click on the ñTransferò link on the appropriate class enrollment line. The Transfer 

student p age will be displayed.  

4.  Click on the ñSearchò link and active classes that have openings will be displayed. 

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

6.  You will go back to the Transfer page, Click the ñSubmitò button. 

7.  óTransfer Charges / Paymentsô field.  This field should be set to YES if the student has 

been charged and  / or paid for the old class and now that they have transferred to 

another class, youôd like the charge and / or payment to be linked to the new class 

instead of the old.  
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When transferring a student from one class to another, Jackrabbit keeps the 

enrollment history of the old class in the Studentôs óPast Enrollmentô section. If the 

enrollment in the original class was made in error, you can delete it.  

 

Enrolling a Family a s a òTrialó family 

You can enroll students into a class with an enrollment type ñTrialò.  There is a field on the 

Quick Registration form in the student area that must be set.  To do this:  

 

From the Quick Registration Form:  

 

1.  In the 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 Enrollment Type  

To change the enrollment Type at any time:  

1.  go to the studentôs page and select the classes tab 

2.  Under the enrollment type column select a new enrollment type from the drop 

downs provided.  
 

Tracking Trial Enrollments  

 

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 enrollment 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 enrollments based on a future date.  This feature must 

be turned on in your database for you to do it.   

 



Jackrabbit ï User Guide 

 

Page 68 of 182 

To Turn on Future Enrollments for your database:  

 

1.  From the  Main Menu ï Select TOOLS  

2.  Select Edit Settings  

3.  Scroll down until you see The Allow Future Enrollments Option  

4.  Select YES  

5.  Save  

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

 

How Future Enrollments Work  

If you have turned on Future Enrollment s you will now see a new box when enrolling 

students.  

 

 
 

Family View of Future Enrolls  

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

 

 
 

Student View of Future Enrolls  

 

Now on the STUDENTôs summary page you can see a button called ï View Future 

Enrollment.  When selected, it shows you the class and date:  

 



Jackrabbit ï User Guide 

 

Page 69 of 182 

 
 

Deleting Future Enrolls  

Per the screen above ï from the student page ï select the View Future Enrollments button ï 

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 ï Future Enrolls, FD ï Future Drops  

 

 

 

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 ï select the Enrollment Detail Report  

2.  Select the active Class Session value  

3.  Select Enrollment From and To dates ï 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 another class, a ñTransfer ò should be 

used.  

 

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

 

1.  Using the ñSearch Classesò field at the top of page  input the class name and click the 

ñGoò button.  

2.  The system displays the ñGlobal Classes Search Resultsò results page. Click on the 

appropriate class name and the record will be displayed.  

3.  Choose the Drop Date by clicking the small calendar next to the ñFuture Dropò field 

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 need to 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 ï Select the Enrollment Detail Report  

2.  Select Dropped From ï Through Dates in t he Future  

3.  Submit  

 

Dropping All Students from a Class  

 

(See óFamily / Student Tasksô section for dropping or ñfuture droppingò a single student from 

a class)  

 

1 -  Highlight ñClassesò on the main menu and select the ñList Classesò item.  

2 ï The system displays the ñList Classesò page. Click on the appropriate class ID  and the 

class page is displayed.  

3 ï Click on the ñMass Dropò button and the ñMass Dropò page is displayed. 

4 ï When you have completed inputting the information, click on t he ñSubmitò button. 

 

Scheduling Make -up Classes  

Watch the   

 

1.  If you have just entered an absence from the Class page (below), click the studentôs 

name to go to their record to record a makeup  
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OR use ñSearchò field at the very top of page to find the studentôs page.  

 

2.  While viewing the Student Page, click on the ñAbsencesò tab. 

 

3.  Click on the ñSchedule Makeupò link to locate a class for make-up and input the 

make -up date.  

 

  The make -ups scheduled for a class are listed for that class on the ñMake-upsò 

tab.  

 

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

do this, you must schedule the makeup from the Absences Tab on the Studentôs Page. 

 

 

Editing  / Deleting a Scheduled Make -up class for a Student  

 
1.  Go to the Makeup  class record (either Go to the Studentôs record, click the 

ñAbsencesò tab. 

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

 

3.  On the ñmake-upsò tab of the 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.  

 

  

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

appear with absen ces / make -ups for that  class meeting date.  
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Wait Lists  

Adding a Student to a Wait List  

1.  Highlight ñClassesò on the main menu and navigate to the appropriate class page via 

one of the options.  

2.  While viewing the Class Page, click on the ñEdit Wait Listò link and the Wait List Entry 

page will be displayed.  

3.  Click on ñAdd Student to Wait Listò button and the Student Entry page will be 

displayed.  

4.  Click on Search link and select a student. Inputting notes is optional.  

5.  Click on the ñSubmitò button to save the new wait list information.  

 

Enrolling a Student from a Wait List  

1.  Highlight ñClassesò on the main menu and navigate to the appropriate class page via 

one of the options.  

2.  While viewing the Class Page, click on the ñWait Listò tab. 

3.  Click on Enroll link beside the appropriate student.  

4.  The student will be enrolled into the class and deleted from the wait list.  

 

Studentôs can also be enrolled thorough the ñWait Listingsò and ñWait Lists with 

Openingsò functions 

 

Deleting a Student from a Wait List  

1.  Highligh t ñClassesò on the main menu and navigate to the appropriate class page via 

one of the options.  

2.  While viewing the Class Page, click on the ñWait Listò tab. 

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 called ñLinking Fees and Paymentsò.  If Fees and Payments 

are not li 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 c ategorized  and 

shows as NO CATEGORY on your revenue reports.  

 

PAYMENTS   APPLIED   FEES + CATEGORY 1õS (revenue categories)  

= ACCURATE REVENUE REPORTS  !!   

 

Before entering in any Fees or Payments it is necessary to add transaction related 

drop down fields (se e Getting Started ï 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 Feeôs button, the Post Annual Fees button and Post Group Fees 
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button.  The reason this value is provided is so that you have a ñbucketò or ñenvelopeò to 

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:  

 

 
 

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 Website  ï Class Openings Table or Class Search Table:  

 

 
 

On your Revenue Reports ï Money is organized by Category 1:  

(see more information in this section on Financial reporting)  

 

 
 

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 ffered 

by Jackrabbit) are available on financial reports so the information is there, but the 

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 e 
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Category 1 values on your website and organizing your Class Registration by Category 2 or 

3.  

 

Understanding the Importance of òLinkingó Fees and Payments 

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  rec eive 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 

ñappliedò to a Fee that has a 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 ô 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.  

 

 

 

 
 

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:  

 

 
 

 

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

was applied to:  

 

 
 

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 ï 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 

by cli cking the ñview related paymentò button next to this button 
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Unlink Payment Button ï 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 

payment is linked to by clicking the ñview related Feeò button next to this button. 

 

Reapply Payment Button ï 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 

fee.  Once you click this button the ñunapplied amountò will display next to the button to tell 

you what funds can be applied.  

 

 

 

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.  

 



Jackrabbit ï User Guide 

 

Page 81 of 182 

No Fees appear on Payment Screen but a balance is owing  

If there are Fees on a families account that ñappearò to be paid off they will not show up 

when you go to apply a payment.  The Balance on a familiesô page is always an accurate 

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:  

 

 

 

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.  It is l 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 óDate Paidô field).  

 

By linking a payment to a fee, the fee is marked with a DATE PAID.  The FEE transaction 

contains all the information ( Cate gory1, 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:  
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*  

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

 

 

 
Alternatively, the Payment Method Summary  Report also reflects the revenue and can be 

sorted by category  

 

 
 

Revenue that ha 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:  

 

¶ 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)  

 

 
 

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 ï 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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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:  

 

 
 

 

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 ð 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 ï 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:  

¶ a payment was made that took the family balance to 0 or a credit balance (negative 

number)  

¶ a date was 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 ñoriginal amountò owed is in the AMT column and the amount STILL owed is in 

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 ï 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.  

 

 
 

In addition to the Transactionôs page, you can also pull a report on these transactions. 

 

To pull a list of Part ially Paid FEES and partially applied PAYMENTS:  

 

1.  From the Red Transactions Menu ï select the Transactions Advanced Search function  

2.  Enter a Transaction Date Range  

3.  From the bottom Search Option, select either the Payments with Un -applied Amounts 

remaining OR  the Fees Not Fully Paid (unapplied amounts) option  

4.  Use the results to correct transactions and adjust revenue reports.  
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Section 9  ð 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.  Using the  ñSearch Classesò field at the top of page, input the first few letters of the 

class and click  the ñGoò button.  

2.  The system displays the ñGlobal Classes Search Resultsò showing class / status  / 

session  / categories  / age range  / max &  open slots and class fee.   

3.  Click the ñEnrollò link next to the class name and a ñLast Nameò search box will 

appear  

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

 

From the Class record:  

 

1.  select ñList Active Classesò under the Classes Menu and the ñList Classes Resultsò 

page will be displayed.  

2.  Click on the appropriate class ID  to display the class record.  

3.  Click the ñEnroll Studentsò button and a ñlast Nameò search box will appear.   

4.  Begin typing the last name of the student to be enrolled and a  list of matching 

names will appear.  

5.  Click the ñEnrollò link next to the name of the student to be enrolled. Confirm 

enrollment.  

6.  The student is now enrolled.  A ñPost Enrollment Feesò window will pop up.  
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7.  Click ñCloseò button to enroll and post NO FEES, or Enter info for 1 or 2 fees and click 

ñPost this feeò button(s). 

8.  Fees will be added to the studentôs family balance. 

9.  Repeat step 4 thru 7 for each student to be enrolled.  Click óCloseô when complete. 

 

You can view the enrollment list by clicking the óEnroll Listô Tab.  

 

ñPost Enrollment Feesò window: In a prior enhancement we locked down the 

ñOriginal Feeò when enrolling students in classes. We have now added a new User 

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 ï 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 row w 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).  

 

 From the Family page select the Post Fee Button  : 

 

 

 

I n 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 lists. Make sure you put ñ(Debit)ò or ñ(Credit)ò in the transaction 

description ï 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 ñSetting up Your Database: Other Settingsò on how to set up tax options. 

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 itôs CAT 1 and Session. 

Cat 1:  This is 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.  

 

 From  the Family Listing  page select the Post Fees Link :  

From the Family Listing Screen (Families ï 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.  

 

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 ï see more in this section).  

 

After you have enrolled a student int o a new class, the yellow ñPost Enrollment Feesò box 

will pop up, allowing you the option of posting the tuition fee to the newly enrolled studentôs 

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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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  ï discount=amount)  

 

Click the ñPost this Fee ò button to 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 ï please see ñPosting 

Class Tuition Feesò section of this User Guide: 

¶ Post Group Transactions, Post Annual Fee and Post Late Fees  

¶ 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  
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Posting Group (class) Transactions  

1.  Highlight ñTransactionsò on the main menu and select the ñPost Group Transactionsò 

item.  

2.  The system displays the ñPost Group Transactionsò page.  

3.  Select the appropriate class and input the ap propriate transaction information.  

4.  When you have completed inputting the information, click on the ñSubmitò button 

and the transactions will be posted.  

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

report.  

 

Posting Annual Fees  ð 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 registered in each month.  

Firstly, you must enter your Search Criteria:  

1.  Highlight ñTransactionsò on the main menu and select the ñPost Annual Feesò item.  

2.  The system displays the ñPost Annual Feesò criteria page.  

3.  You have the option to select the following search cr iteria:  

¶ Post the Fee Per Family (uses the Family Registration Month; Family 

Summary tab)) or   

¶ Post a fee per student (uses the studentôs Start date; Student Summary Tab) 

or  

¶ Post Fee per Student per class (posts a fee for each  class the student is 

enrolled )  

¶ 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 year.  You may choose ñALLò to select Families or 

Studentôs who registered / started in every different month.  

 

Secondly, you must enter Transaction Details:  

1.  Choose one of the following:  

¶ If you chose óPost Fee per Familyô enter the family registration fee. 

¶ If you chose óPost Fee Per Studentô, enter the fees for Student 1, 2, 

3.  

¶ (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 

ñstart dateò on a student record) by one  year.  You can use this as a Due date.  

 

3.  When you have completed inputting the information, click the ñSubmitò button and 

the system w ill post the fees to the appropriate families and  / or students. **Spot 

check Familyôs 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 ï select a registration month (ALL is a value in the 

drop down list) ï Enter the Transaction Type Details (see the note above ï 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 ñTransactionsò on the main menu and select the ñPost Late Feesò item.  

2.  The system displays the ñPost Late Feesò criteria page.  

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 rmation, click on the ñSubmitò button 

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 Credits or ñpay-offôsò on a Family account in Jackrabbit.  They reduce the 

overall balance.  (Credits: Cash Payments, Gift Certificates, misc. credits)    Payments should  

always  be target ed to specific Fees which  LINKS  them .  Fees that are 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 ï 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 ñSearchò field at the top of Jackrabbit, search for the family and either 

o Go to the familyôs screen and Click the ñPAYMENTò button on their page or click the 

ñPAYò link on their row of the Global Search Results List . 

Payment Button:  
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PAY Link (on family row when viewing a Global Search Results list):  

 

 
 

The ñPayment Transaction Entryò window for the family will display. 

1.  Enter the appropriate info in the fields, including the ñPmt Amountò of the payment 

(far right of screen)  (See Diagram Below)  

2.  You will see a list of all unpaid charges  / fees.  (These represent Fee (debit) 

transactions that DO NOT have a date in their ñDate Paidò field.) 

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, click in the ñApply Amtò box for the 

fee.  

5.  When clicking in the box, the system will pre - fill the amount for you, you can edit 

this to a different amount.  

6.  Save Changes  -  (If you have set up Jackrabbitôs e-Commerce module to work with 

your credit card processer, you will use the óE-PAYMENT & Save Changesô button 

located on the familyôs ñPayment Trans Entryò screen to initiate a credit card charge.  

SEE ECOMMERCE SECTION FOR DETAILS. )  

Payments should ALWAYS be entered as Transaction Type: payment 

(credit).  These are the only transactions pulled in revenue reports.  

 

 
*  

 If you want to pay off more than one  fee with this payment, you can click in more 

than one  ñApply Amtò 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 Familyôs Credit Card / Bank Account 

 For families with TWO billing contacts, please see the Advanced Search function 

for Families and S tudents in this guide.  

 

 Action ð> From the FAMILY PAGE  

¶ Select the ñPayment ò button    on the Familyôs record. 

¶ The Payment Transa ction Entry screen will display  showing the unpaid fees, family 

information  and balance.  

 

  
 

¶ 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, edit the ñPmt  

Amountò. 

¶ Apply the payment to the fees as usual. You may also edit the ñApply Amtò with a 

lesser amount to make a ñpartialò payment against a fee. 

¶ Click the  ñe-Payment  and Save ò button.   

¶ A small Post e-Payment  window will pop up showing the family name, credit card 

info rmation  and amount to be charged.  



Jackrabbit ï User Guide 

 

Page 95 of 182 

 

  *  

¶ Select the ñSubmit e-Payment ò button to initiate the charge to the card. Jackrabbit 

will send the 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.  

 

¶ Click Ok to close the window and be taken t o the F amilyôs Main tab.   

¶ On the Familyôs Transaction Tab, if the e-Payment was approved, a ñyellowò payment 

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.  If declined, please refer to the ñDecline Response 

and Reason Codes from Processorsò section on Page 15 of this guide. 

 

Receipts ð 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, select th 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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Alternatively:  

1.  From a Family  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.  Right clic 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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From:  Jackrabbit  

123 Main ST  

Charlotte, NC   28270  

   

For:  adam  

 

Gig Harbor, WA   98335  
 

 
 

 

Date  Type  Pmt Method  Notes  Amount      

     

4/19/09  Payment  Check   10.00      
 

 

 

Charging a Batch (group) of Familiesô Credit Card / Bank Account 

Watch the  

 

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 in ñreal timeò and may take 5-10 business days to 

actually ñsettleò.  Bank Drafts are APPROVED initially (unless the bank or routing number is 

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.  

 

If an account has been declined, you must edit the familyôs transaction in Jackrabbit to 

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 ñclockò or ñcalendarò to occur at a specific time.  The 

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 charge a clientôs card, 

you must set the 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 th .  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 !!  The full family balance is used as the amount to be paid.   The Batch 

e-Payment  function CANNOT charge  / draft a ñportionò of the full balance.  (Only S ingle 

Family e-Payment  can charge  / draft a partial amount.)  

Things to  Consider  Before You Run  a Batch e -Payment  

¶ A User must have their PERMISSIONS set to ñseeò the Batch e-Payment  function 

under the Transaction menu.  

¶ Each family must have their ñe-Payment ò field = CREDIT CARD or BANK ACCOUNT 

on their Billing Info tab.  

¶ Each family must have their ñe-Payment  scheduleò field set on their Billing Info tab. 

¶ 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 ñholesò in the information . 

 

 Action ð> From the Red Menu Bar ð Transactions ð Batch e -Payment  

¶ From the  Red Menu Bar , select Transactions  and click on Batch e -Payment  

¶ From the field drop down boxes ï select your criteria:  

¶ Location  ï if you are a multi - location o rganization, you must run this for each 

location.  

¶ e-Payment  Method ï Choose Credit Card or Bank account.  If you are approved for 

both, you must run the batch twice , once for c redit card families and once for bank 

account (e -check) families.  

¶ e-Payment  Schedule ï You may have different families set to different schedules. Set 

as is applicable . See the first bullet  under ñThings to Consider Before You Run a 

Batch Payment ò. 
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¶ 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 

in red.  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 c 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 gatewayôs virtual terminal, you can credit the credit card 

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 

clientôs credit card, which you will also need to record in Jackrabbit. Using this procedure 

will keep revenue reports balanced.  

 

If you void or credit someoneôs credit card transaction, you must also adjust the Jackrabbit 

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 

leaves less of an ñaudit trailò - record the fact  that they once 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  

  

¶ Select the EDIT link on the payment.   

¶ Select the VIEW LINKED FEES button on the Payment ï and document which FEES 

the payment paid off.  

¶ Select the  Un - link button on the payment and unlink it from al l fees  

¶ Ensure the DATE PAID was removed from the 2 fees it formerly paid off.  If they are 

not automatically removed ï remove them.  

¶ Edit the FEE amount  down to what they are now paying and make a notation as to 

why their amount has been reduced.  

¶ Edit the o riginal payment and 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 ñun-payò 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  to do so .  Also, the date, amount and type cannot be 

changed unless you have permission to do so.  

 

Undoing Mu l tiple  / Incorrec t E -batch Transactions  

Occasionally, Jackrabbit Support gets an anxious email from clients who have run their e -

batch incorrectly .  When you run an e -batch, the entire balance on the Transactionôs page is 

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 ï 

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 ï ADVANCED SCREEN ï DELETE LINK.  

4.  Run TRANSACTIONS ï 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 ñDate Paidò), you must first delete the payments.  Then you can edit the transaction 

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 Familyôs record and click on their ñTransactionsò tab to see a list of their 

transactions.  

2.  Click on the blue ñEditò link on the appropriate transaction line and the ñEdit 

Transactionò page will be displayed.  

3.  When you have completed inputting the information, click on the ñSave Changesò 

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 a certain day, range of days, amounts, etc .) and can edit multiple familyôs transactions 

all from one screen . 

 

Editing a Transaction to include a ñDate Paidò: Mark Unpaid Items Paid 

Fees will show a DATE PAID (though they are not "linked" to a particular payment).  

 

If you have families with Transactions that are paid in full, but have no date in the ñDate 

Paidò field, you can use the ñMark Unpaid Items Paidò function under the Tools menu.  This 

function will go through all the transaction fees of all the families that have zero or credit 

balance and will mark all their unpaid fees with a date in the ñdate paidò field.  

 

This feature will take all of these ñpaid offò fees and lump them into an UNAPPLIED category 

within your A ccounts Receivable report s (see: ñUnapplied Fees on your Revenue Reportò in 

this User guide . 

 

Deleting a Single Fee (debit) Transaction  

 

To delete a (debit) transaction that has a payment posted against it (marked with a ñDate 

Paidò), you must first delete the payments.  Then you can delete the debit transaction.  

 

NOTE:  
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Before Deleting a Payment in order to delete a FEE ï 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.  Click in the ñSearchò field at the very top of page, input either the first or last name 

and click ñGoò.  

2.  The system displays the ñGlobal Search Resultsò showing family / student  / contacts 

results page. Click on the appropriate family last name and the family page will be 

displa yed.  

3.  Click on the ñTransactionsò tab their list of transactions is displayed. 

4.  Click on the ñDeleteò link on the appropriate transaction line and the ñDelete 

Transactionò page will be displayed.  

5.  When you have completed inputting the information, click on t he ñSave Changesò 

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 ñTransactionsò on the main menu and select the ñDelete Transactionsò 

item.  

2.  The system displays the ñDelete Transactionsò selection criteria page.  

3.  When you have completed inputting the information, click on the ñSubmitò button 

and the matching transactions will be deleted.  

 

Date fromò and ñThoughò fields are the POSTING date, not necessarily the actual 

date you recorded the transactions.   

 

Dele ting Group Tuition Fee Postings  

 

If you have posted Tuition Fees and would like to ñun-postò them.  Use this function: 

 

1.  From the  Red Menu Bar highlight ñdelete Tuition Feesò 

2.  Select a Location  

3.  Enter the date of the Tuition Fee Posting  

4.  Enter the 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.  From the main R eports menu ï select the 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 yôs page.  The Refund 

button  creates  TWO transactions, one REFUND REQUEST (debit) and one REFUND GIVEN 

(credit).  Because Jackrabbit uses a process of ñLinking Debits and Credits ï Fees an d 

Paymentsò, it requires these two transactions, that once ñlinkedò, record the return of 

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 

must manually refund a clientôs Credit Card through your POS 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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Upon pushing the REFUND button you are presented with the screen below.  This screen 

allo ws you to record the details of the refund to be posted.  

 

 
 

A confirmation screen is presented once the Refund is posted.  

 

 
 

 

In the example above, the Revenue in Category 1 ï BRIGHT HORIZONS ï BELLEVUE has 

been reduced on 2/18/11 by $56.67.  This is shown on Paid Fees and Revenue Summary.   
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ñMoneyò has been returned to the customer (you define in which payment method: cash, 

cred it card, etc) and this is reflected on your deposit slip for that day.   

 

Deposit Slip  ï How the return of funds is shown on your Deposit Slip for that day.  

 

From the REPORTS menu ï select DEPOSIT SLIP:  

 

 
 

The Resulting Deposits for that day are reduced b y the REFUND amount as shown:  

 

 
 

Paid Fees Summary and Revenue Summary ï 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.  

 

 
 

Procedure for Recording Credits ð (Gift Certificates, Coupons)  

Definition :  Jackrabbit defines a Credit :  as when a customerôs account is being credited a 

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 ï select Edit Dr op Down Lists  

2.  From the List of Options on the left ï select Transaction Type  

3.  Add a Transaction Type that makes ñsenseò to your credit type:  Gift 

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 ï select Edit Drop Down Lists  

2.  From the List of Options on the left ï select Payment Method  

3.  Add a Payment Method that makes ñsenseò to your credit type:  Gift 

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 th  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 ï 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)  

 

 
 

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 would ñpay offò those fees and Revenue would not be 

increased for your organization in those Category 1 areas of those FEES.  

 
 

**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 ï Advanced Search  

¶ Transaction Listing  

¶ Transac tion Summary  

¶ Transaction Sub -Type Listing  

 

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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Deleting a Payment (credit) (e.g. bounced check)  

 

Note: Payment transaction s created through e-commerce  (e -payments) can NOT be deleted 

unless you have Permissions to do so).  

 

From the familyôs Transaction Tab:  

 

1.  Select the EDIT link on the Payment  

2.  Select the ñunlinkò button to ñun-attachò the payment from the original FEE. 

3.  Zero out the payment amount and put a notation on the Transaction: BOUNCED 

CHECK ï PAYMENT removed ï original transaction informationé. 

4.  Save the edits ï the balance on the account will adjust.  

 

  This will ñUN-LINKò (delete the Date Paid) on any fees this payment had paid off 

and will reset the  account balance.  
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Charging Tax in Jackrabbit ð (Canadian Customers - GST)  

See ñSetting a Default Tax Rateò In the Getting Started User Guide .  You can set your tax 

rate to be automatically calculated on both service  and  / or non -service  areas.  

 

Tax settings are located under Tools ï>  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 ) fee s. 

 

Tax Rate : Enter your tax rate ( without the % ).  

 

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 label to avoid having to tape a ñprice listò to your counter top.  The price is immediately 

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 for a 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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Tax Receipts ð 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 ïprint feature or Statements ï 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:  

 

 
 

For exampl e: if you want to show all payments that a family has made in a year, you 

would set the Transaction Date Jan 1 -  Jan 1.  Transaction Type: Payments. Show Paid Only.  

 

NACHA Files (Bank Drafts) Usage  

STOP!   Nacha Transactions do not Link in Jackrabbit ï 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 (ñNational Automated Clearing House Associationò) file is a standardized file 

format that contains the information a bank needs (bank name, routing transit number, 
















































































































































