Welcome to the training guide for
setting up Udio.

In this manual, we'll walk you through how to set up Udio for your business.

The guide provides step-by-step instructions as well as visual aids to make the setup
process as easy and efficient as possible. Please follow the steps in numerical order before
moving on to the next section.

If you have any questions about the guide or would like more information about a certain step,

please send us an email at support@udiosystems.com

To browse our other manuals, please visit our training page.

To begin, click on the ‘Settings’ section.

Copyright
This manual remains the copyright of Udio, U8/22 Railway Road, Subiaco, WA 6008. It is not to be copied or reproduced without the written permission of the
authors. The copyright will be protected according to International Laws of Copyright when breached.
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facility, this section covers the steps required to add an additional facility. You can also add

your resource information here, such as a lane, space, room or piece of equipment.

- Click ‘Add New Facility’ and enter the name and Company number

- Select your time zone from the dropdown box

- Leave Online Bookings Mode: Enabled

- Ifyou are using self check-in, select either “Do not Allow Self Check-In with
Negative Balance or Allow Self Check-In with Negative Balance”

- Select either ‘Yes, customers

- Select how many days in advance bookings can be made and changed, only
use these fields if you have multiple facilities and you want them to be
different to the other facilities. For General Settings, update Customer

Account Settings



Customer accounts enrolment notes: this notice is shown in the booking
confirmation in the customer portal / App

Regular Bookings/Purchase Processing: leave Automatic process and charge
purchases/regular bookings unless you want to stop your fees being
processed

Timetable Description: this information is displayed in the Timetable

Add a description if required

Add an Email from name’ which is the sender name when you send emails to
customers (leave blank to use business/facility name)

Select the SMS sender id: you will need to have applied for SMS

Click ‘Confirm’

On the next page, add contact details, such as address, phone number and
email under ‘Add New’ (note: customers will be able to reply to your emails
sent via Udio to this email address)

Add resources by clicking ‘Add New’, you can add multiple resources at the same
time, add the names and click ‘Confirm’

Add notes that relate to the facility by clicking on ‘Add note’

Type the note, tick on the star so the count is displayed and add an
attachment if required, click ‘Confirm’

You will see a blue circle displayed with a number in it indicating a note (notes

will be displayed on the dashboard for that facility)

Locations
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Updated facility. Contact Details Add New v

No contact details.

Address
. . Phone
Training Town Subiaco it Facilty | Remove Facily Resources emal
No resources Website

Dashboard Social
Notes Add Note

People No packages have prices for this facility o
No notes.

Sessions All starred notes will always appear on home
page. Set due date to start showing note at
particular moment. Only most recent due

Waiting List note will be shown.

o aiting Lis!
Udio Training Town Subiaco

Hayley Yager

Add Resource
Name:

Dashboard Studio A

People Descrij ption:
Studio reserved for groups of 12 maximum|

Sessions

Waiting List

POS

Issues

Reports

Saved note, Contact Details Add New v

No contact details

Training Town Subiaco it Faclty | Remove Facilty Resources Add New
Dashboard Studio A
Studio B
People No packages have prices for this facility
" Add Note
Sessions Notes o
D Temporarily closed on Sunday's
B Waiting List but will be opening from March 13th.

due at 13/03/2022 08:00 AWST

POS

All starred notes will always appear on home
Issues page. Set due date to start showing note at
particular moment. Only most recent due

note will be shown.

Reports

- From settings, click on ‘Configure facilities’ and select the facility you want to edit

- Click on ‘Edit facility to update the name, ABN, time zone, regular
bookings/purchases processing or description

- Click ‘Confirm’ after making the changes

- To edit contact details, resources or notes click on the ‘pen’, make your changes

and click ‘Confirm’

- To delete information in contact details, resources and notes click on the trash

can and then click on ‘Confirm’



Training Town it Facilty | Remove Facilty Upcoming closure days
25/12/2021: Christmas Break
26/12/2021: Christmas Break

Package
ckag 22Dec. 9Sept. 7Sept. 16Sept. 11Sept. 8Sept. 6Aug. 4Aug. 16April 4March 31May 7 March 13Sept. 12§
Prices .
2021 2020 2019 2018 Contact Details Add New ¥
Dashboard
U8/ 22 Railway Road Subiaco WA
People $0.00 6008
$0.00 0404414646 (Mobile)
Sessions
sue.doncon+secret@udiosystems.com
fae) Waiting List
Resources Add Nelw
PO
= $85.00 Green 1b
$100.00
Issues Green 1
Green 2

Reports

Green 3

There will be days when your facility or facilities are closed. You can configure those days here, as well
as the mode of closure.

Choose from several options, including full days and part days, as well as the billing mode and move
behaviour (only use this mode after reaching out to support@udiosystems.com).

Please ensure that you take the time to test this in your Sandbox first to ensure you have the correct

charging mode for your business.

- From settings, click on ‘Configure facility closure days’

- Select ‘4dd New Closure Day’

- Add the name of the closure day, start and end date if you are adding more than one
closure day (you can add 14 days at a time), mode of fee raising (see descriptions of these
below), move behaviour (please consult Udio if you want to update this field), start and
end times should you be closed for a part-day, facilities affected, courses and description
(if required)

- Click ‘Confirm’ to save the changes

Closure days Add New Closure Day
Name: Date from: Date until: Course:
,,,,,,,,, v

Dashboard

Facility:
People .

,,,,,,,,, v Filter
Sessions

Name Date Time Facilities  Courses Mode

Waiting List

o Training

26/12/2021 All Day T
own

All Courses Cancel session & Do not charge Edit  Delete

POS


mailto:support@udiosystems.com

Click on the ‘Edit’ button and make changes to the name, date, start and end times, mode
of fee raising, facilities, courses and description (note: if the fee raising for this period has
passed, editing a closure date will not update the fees raised)

Click ‘Confirm’ to save changes

Description of modes:

Cancel session & do not charge — all sessions are cancelled and fees are not raised for this
closure date

Cancel session & issue credit — all sessions are cancelled, fees are raised as usual and a
credit is applied

Cancel session & issue voucher — all sessions are cancelled, fees are raised as usual and a
voucher, such as a make up, is issued

Only cancel sessions, charge normally — all sessions are cancelled with fees raised as usual

Free session: do not charge, and do not cancel session

There might be times when you’ve set closure days and they need to be deleted. Clicking the delete

button will start the process of restoring the sessions. This will not re-charge customers. Once all the

sessions have been restored, you will need to run the re-charge function or update the ‘Regular

Bookings/Purchases Processing’ function via ‘Edit facility’.

To get started, you need to first set up programmes that are made up of one or more
courses. Once you've added your programmes, you can add the courses, pricing and finally
the sessions to those courses. For example, you may name one programme “Babies”, and
courses in that programme might be called “Babies 1", “Babies 2", etc.

10

Click on ‘Configure course programmes’ and select ‘Add New Programme’
Type in the name of the programme and a description (if required)
Click ‘Confirm’

Repeat for all programmes in your business



Dashboard
People
Sessions

o Waiting List

POS

Issues

Reports

€) Ssettings

Help Center

Dashboard
People
Sessions
o Waiting List
POS
o Issues

Reports

) Ssettings
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Help Center

Programmes

Programmes consist of several Courses grouped together as one unit.

Add New Programme

Name Courses Packages

Babies -

Programmes

Add Programme
Name:

Squads

Description:

For students that have completed levels 1-12

Click on the ‘Edit’ button next to the programme you need to edit
Make the changes to name and/or description and click ‘Confirm’

Actions

Move

Edit



Programmes

Programmes consist of several Courses grouped together as one unit.
Dashboard
People Add New Programme
Sessions Name Courses Packages Actions
Waiting List
- M
POS
Issues &
o .
Babies ~ -?—‘, Move | Edit

Reports

€5) settings

Help Center

You can change the order of the programme:

e Click and hold the ‘Move’ button
e Move the programme to where you want it to be

The programmes as displayed will be replicated across all the relevant reports.

Add New Programme

Name Courses Packages Actions

Dashboard
People

Sessions
Babies « Move | Edit

o Waiting List

POS
Issues

Reports

) Ssettings

Y

Help Center

Learn to Swim ¥ Move  Edit

o o LA A @

Courses are the levels within your programme.

e Click on ‘Configure courses'
e Select‘Add New Course’
e Enter the name of the course and select the programme it falls under

12



e Select the course booking mode

e Related courses are updated for School Holiday programmes - this will display
any achievements in the child’s regular course on the School Holiday session

e Choose the certificate from the dropdown box (these need setting up under
‘Certificates’ and can be added later)

Courses ndd New Course | Shaw Removed Courses

Courses can be grouped together as part of a Programme, or managed individually.

Dashboard

People Name Programme Mode Online Booking

1 New customers onl
Sessions & Babies ~ Perpetual s Move Create session = Edit Remove
6 — 18 months

it It . New ¢ omers only
Waiting List % Babies - Perpetual ustomers only

E Move = Createsession | Edit Remove
18 — 30 months

POS -~ . New customers only .
Babies - Perpetual 30— 48 N Move = Createsession | Edit Remove
30 — 48 months

m‘SSUES @ Babies « Perpetual Enrolled only Move = Createsession | Edit ~Remave

. . . | New customers only < o
earn to Swim 'erpetua Move reate session Edit Remave
P 48 — 108 months

Reports

K

Settings

y New customers onl
7 Learn to Swim ¥ Perpetual _ Y Move = Create session | Edit Remove
50 — 218 months

Help Center v New customers anly .
Learn to Swim Perpetual P Move Create session | Edit  Remove
50 — 218 months
. New customers anly "
& Learn to Swim Perpetual Move = Createsession | Edit Remove

50 — 218 months

Courses
Add Course
Dashboard Name:
Squads Beginner &
el Programme:
[Squads X v
£l Booking mode:
|Perpetual v
[ ] U e Related courses:
POS
Certificate:
Issues [ — v
o
Reports Online Bookings
Mode:
Settings [Enrolled only v
Full Series:
Help Center |Cuslomer can choose any number of sessions v
Payment:
|dement method is not required v

Show in Progress:
|Show in Progress in Customer Portal v

If you have the customer portal module, you can add filters so that new customers can
book directly into a course or returning customers can rebook online.

e Mode - select the booking mode for your customers to book with for the portal

e Full series (voucher and term-based bookings) - select ‘customer will be booked
into all sessions of the series’ for School Holiday Programmes if a customer is
to book in for the whole week

13
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Dashboard

People

Sessions

Waiting List

POS

Issues

Reports

Settings

Help Center

Payment - update if you want your customers to add their direct debit details
at the time of booking

Show in progress - update if you do not want this course to be viewed in the
portal such as an assessment or school holiday programme

Allow online waiting list add - decide whether you want your customers to be
able to add themselves to the waiting list if their preferred class is full

Add Bookings allowed in days and hours, only update here if you want to
override the general information under Customer Account Settings

Add the minimum and maximum age for the bookings

Enter a description if you want it displayed in online bookings in the customer
portal

Online Bookings
Mode:

Enrolled only v
Full Series:

Customer will be booked into all sessions of the Series v|

Payment:

Payment method is not required v

Show in Progress:

Show in Progress in Customer Portal v

Allow online waiting list add:

Customers are not allowed to add themselves to waiting |\S[“|

Minimum age {months, age limit does not apply for "enrolled only” mode):

120

Maximum age (months)

192

Description to show during anline enroll

Choose the colour for this course which will be displayed in the sessions and
calendar

Upload your logo or course icon if you have one - this will be used in the portal
under ‘Progress’

Enter ‘General course information (staff)’ to display on the sessions page under
course information on the right-hand side of the page

Enter ‘General course information (customers)’ which will be displayed in the
portal; you can also include links to YouTube or Vimeo

Click ‘Confirm’

Navigate back to the settings page and select ‘Configure courses’ again - you
should now see it in the list of courses

Repeat this for each course



Details
Colour:

#ba813b IE‘
Hex colour value.

Logo or image:
Dashboard

Currently; O clear
Change: | Choose file | No file chosen

General course information (staff):

People

Basic training techniques
Sessions Enhanced stroke development
Increase endurance with longer swims|

o Waiting List

POS

Issues

o z

General course infermation (customers):

R
eparts Heading 3 v 5 2 B I

<
|»

<

~
=
X

Settings

Welcome to Team Bronze.
Help Center

Team Bronze gives the pupil an intoraduction to basic training
techniques, furthers their stroke development and speed and
endurance work. Pupils will also have the opportunity of
participatina in Monthlv Super Swims and Interschool Carnivals.

e Click ‘Edit’ next to the course you want to edit
e Make the necessary changes
e Click ‘Confirm’

CO urses Add New Course  Show Removed Courses

Courses can be grouped together as part of a Programme, or managed individually.

Dashboard

People Name Programme Mode Online Booking

T New customers onl:
Sessions Babies - Perpetual ! Y Move | Create session | Edit | Remove
6 — 18 months

Waiting List . 3 New customers only - .
Babies « Perpe Move = Create session | Edit | Remove
o ’ 18 — 30 months
POS New customers only
) Babies - Perpetual v y Move | Create session | Edit | Remove
30 — 48 months
o Issues @ Babies - Perpetua Enrolled only Move Create session | Edit | Remove
Reports . New customers anly .
P * Learn to Swim Perpetual Move = Create session | Edit | Remove

48 — 108 months

Settings

’ New customers onl!
7 Learn to Swim ¥ Perpetual . Y Move = Create session | Edit Remove
50 — 218 months

Help Center New customers anly

50 — 218 months

Learn to Swim Perpetual Move = Createsession | Edit Remove

¥ New customers only -
e Learn to Swim Perpetual Move = Createsession | Edit Remave
50 — 218 months

e Click and hold on the ‘Move’ button
e Move the course to where you want it to be

15



CO urses Add New Course  Show Removed Courses

Courses can be grouped together as part of a Programme, or managed individually.

Dashboard

People

Name Programme Mode Online Booking

g New customers onl
Sessions & Babies ~ Perpetual Y Move | Createsession = Edit Remove
6 — 18 months

Waiting List : B N . New customers only - -
abies « Perpetual Move | Createsession | Edit ~Remove
a ’ 18 — 30 months

POS -~ . New customers only .
Babies - Perpetual Move | Create session | Edit Remove
30 — 48 months

m\ssues @ Babies « Perpetual Enrolled only Move | Createsession | Edit Remove

Reports - New customers anly

* Learn to Swim Perpetual 48 — 108 months Move | Createsession | Edit Remove
Settings . New customers onl
& 7 Learn to Swim ¥ Perpetual _ s Move = Create session | Edit Remove
50 — 218 months
Help Center v New customers anly .
Learn to Swim Perpetual Move = Createsession | Edit = Remove

50 — 218 months

New customers only .
Perpetual Move Create session = Edit Remove

& Learn to Swi
rn to Swim 50 — 218 months

Here you'll find all created series and have multiple search options including ‘allow
bookings.’

Series

Series code: Active after: Course: Facility:
[Babies 2 & v| | Training Town v|
Dashboard | | ‘ &
Interval: Allow bookings:
People
R I ] Filter
Sessions
Series Code Interval Course Facility
Waiting List
Weekly Babies 2 & Training Town
POS Weekly Babies 2 & Training Town
|ssues Weekly Babies 2 & Training Town
Weekly Babies 2 Training Town
Reports
Weekly Babies 2 &3 Training Town
G Settings Weekly Babies 2 Training Town
Weekly Babies 2 & Training Town
Weekly Babies 2 & Training Town

Achievements are milestones within a course and are awarded once a student has reached
a certain goal.

o Click on ‘Configure achievements' and select ‘Add New Achievement' or ‘Add
Multiple Achievements’
e Select the relevant course and name the achievement/s

16



e Select whether this achievement counts towards progress (generally, school
holiday programmes don't count towards progress)
e Choose the certificate from the dropdown box (you can set these up under
‘certificates’)
e Add a description if required (this will show in the customer portal)
e Click ‘Confirm’
— Achievements A Hew Achiovement | Shaw Remaved Achievemens

Hayley Yager

Add New Achievement

Dashboard Course Name
People Learning Torpedo Move = Edit Remove
Torpedo # Move = Edit Remove
Sessions Freefall @ Move & Edit Remove
Babies 1 &
Climbing out of Pool Unaided Move Edit Remove
g VVaiting List General Merit Move | Edit = Remove
For Internal use only Move  Edit Remove
POS
Torpedo # Move = Edit Remove
e Freefall Move | Edit | Remove
Climbing out of Pool Unaided Move = Edit Remove
Reports Babies 2 &%
Jump Move | Edit Remove
: Swim Move = Edit Remove
@ Settings
General Merit Move = Edit Remove
Help Center
Solo Swim with Floats Move | Edit Remove
Toddler 1 @ 15m Swim with Floats Move = Edit Remove
General Merit i Move | Edit Remove
Duch affwith naBlaste s [ an [ e T pE——
Achievements
Add Achievement
Course:
Dashboard Level 3 ¥ v
Name:
People Tumbleturn
Sessions Mode:
|Counts towards progress v
£ Waiting List Certificate: i
| Certificate Dolphins v
POS Description

Student can tumbleturn at both ends of the pool in one stroke.

Issues
o

Reports

G} Settings

Help Center

e Click ‘Edit’ next to the achievement you wish to edit
e Make the necessary changes and click ‘Confirm’

17
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ACh leveme ﬂtS Add New Achievement  Show Removed Achievements

Add New Achievement

Dashboard Course Name
Peaple Learning Torpedo Move | Edit | Remove
Torpedo # Move | Edit | Remove
Sessions Freefall @ Move | Edit | Remove
Babies 1 &
Climbing out of Pool Unaided Move | Edit | Remove
[ Waiting List General Merit Move | Edit | Remove
For Internal use only Move | Edit | Remove
POS
Torpedo # Move | Edit Remove
o Issues Freefall Move = Edit Remove
Climbing out of Pool Unaided Move = Edit Remove
Reports Babies 2 ¢
Jump Move | Edit Remove
. Swim Move | Edit Remove
@ Settings
General Merit Move = Edit Remove
Help Center
Solo Swim with Floats Move | Edit Remove
Toddler 1 @ 15m Swim with Floats Move Edit Remove
General Merit & Move | Edit Remove
Diich affwith na Elaste w Snen | Ean

e Click the ‘Remove’ button next to the achievement you wish to delete
e Click ‘Confirm’

Achievements Add New Achievement | Show Removed Achievements

Add New Achievement

Dashboard Course Name
People Learning Torpedo Move | Edit | Remove
Torpedo # Move Edit | Remove
Sessions Freefall @ Move = Edit | Remove
Babies 1 &
Climbing out of Pool Unaided Move = Edit | Remove
4 Walting List General Merit Move | Edit | Remove
For Internal use only Move | Edit | Remove
POS
Torpedo & Move | Edit Remove
R Freefall Move | Edit = Remove
Climbing out of Pool Unaided Move = Edit Remove
Reports Babies 2 &
Jump Move | Edit Remove
. Swim Move = Edit Remove
@ Settings
General Merit Move | Edit Remove
Help Center
Solo Swim with Floats Move = Edit Remove
Toddler 1 @ 15m Swim with Floats Move | Edit Remove
General Merit & Move = Edit Remove
Duich nffwith na Elnarc an PSR WP Rm—

You can move your achievements around within the course should they be out of position
or if you add new achievements into your programme

e Click and hold the ‘Move’ button and drag to the correct position

18



ACh leveme ﬂtS Add New Achievement  Show Removed Achievements

Add New Achievement
Dashboard Course Name

People earning Torpedo Move |Edit Remove
Torpedo # Move |Edit Remove

Sessions Freefall @ Move ||Edit Remove
Babies 1

Climbing out of Pool Unaided Move |Edit Remove
~ Waiting List General Merit

Move |Edit Remove

For Internal use only Move |Edit Remove
POS
Torpedo # Move Edit Remove

o Issues Freefall Move = Edit Remove

Climbing out of Pool Unaided Move = Edit Remove

Reports Babies 2 ¢
Jump Move | Edit Remove

Swim Move Edit Remove
@ Settings

General Merit Move = Edit Remove

Help Center

Solo Swim with Floats Move | Edit Remove
Toddler 1 @ Move = Edit Remove

Move Edit Remove

Your customers can view their child’s progress through the customer portal - you can use
your own course icons and certificates if you have them, otherwise, Udio has generic ones
that you can use. There are a few steps to set this part of the system up:

Achievements and Course Completions

If your certificates require a signature, you can insert your school name in a text box and
move it to the signature area on a PDF. We use SignPainter font for the signature.

Convert all PDFs to PNG format with pixels of 180.
e Go to ‘Settings’ in Udio
e Under ‘Users’ go to ‘Configure login permission groups’
e Choose your group, select all and click ‘Confirm’

To add certificates for both achievements and course completions:

e Go back to Courses & Programmes in Settings and click ‘Certificates’

e Click ‘Add New Certificate’

e Add the certificate name

e Choose the file (achievement or course completion) which must be a PNG file
if you are using your own certificates

e Change the font size if required

e Click ‘Confirm’
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Certificates

Add Certificate
Name:

Dashboard Dolphins

Background:

People

Choose file | Dolphin certifeate.png

Sessions Font Size:

24
~ Waiting List Try different values to find the best

POS
Issues

Reports

€5) settings

Help Center

L)
poweren 8y ) U (
“

You can then position labels depending on your certificate. Scroll to the bottom of the page
to hide or show different labels. If you're using the generic certificates, these labels should
populate in the correct positions. Hit ‘Save Labels Positions’ when done and repeat for all
achievements and course completions that you have.

77 IR

Show Course/Achievement Show Account Name Hide Age Save Labels Positions

@ Settings

Help Center

For course completion, you will need to update the information in courses:

e Under Courses & Programmes in settings, click ‘Configure courses’

e Choose the first course and click ‘Edit’

e Click on the dropdown box for Certificate and choose the appropriate course
completion

e Select ‘Show in Progress' unless it's a school holiday programme which you can
hide if you don't want it to appear on the progression page

e Upload your course icon if you have one

e Under ‘General course information (customers)’, you can introduce the course,
add learning objectives and add a YouTube link if you have a video for
parents/students to watch and refer back to

e Click ‘Confirm’

e Repeat for all course completions
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Babies 1

Edit Course
Dashboard Name:
Babies 1 &
Eecpe Programme:
|Bab\e5 - v
Sesshons Booking mode:
|Perpetual -
Waiting st Related courses:
POS
Certificate:
o Issues [Certiflcate Dolphins .,]
Reports Online Bookings
Mode:
Set‘[ings New customers nn\y v
Payment:

|Payment method is required to complete booking v

Help Center
Show in Progress:

[Show in Progress in Customer Portal v |

Allow online waiting list add:

|Customers are not allowed to add themselves to waiting list ¥ |

Logo or image:
Currently: [ clear
Change: | Choose file | No file chosen

General course information (staff):

0 - 1m Welcome everyone
1 -3m Clapping song
Dashboard 3 -5m pouring over hands

https://www.loom.com/share/ea54ba3fdd8b4591857466f79ab3d5597

People sharedAppSource=personal_library

Sessions

Waiting List

General course information (customers):

POS Heading 3 v o B I
EviEY Ave v L &
Issues

Welcome to our Babies Class

Reports ) o X )
These infant swimming lessons are the ideal opportunity to

introduce your baby to the aquatic environment through the use
Settings of rhymes and activities. Such skills as submerging, floating and
the nromotion of movement throuah water are develoned. We

For achievements, you will need to update the information elsewhere:

e Under Courses & Programmes in settings, click ‘Configure achievements’

e Choose the first course and click ‘Edit’

e Choose whether it counts towards progress (for example, if you give out a
general merit, you wouldn't count this towards progress)

e Under Certificate, choose the achievement from the list

e Click ‘Confirm’ and repeat for all achievements
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Babies 1 +*: Freefall @

Edit Achievement

Dashboard Babies 1 & v

Name:

People
P Freefall @

Sessions Mode:
Counts towards progress v

Certificate:

" Waiting List
(WB Freefall v

POS Description:

Issues

Reports

@ Settings

Help Center 2

Your customers can now view their child’s current and previous progress provided the
achievements and course completions have been entered for that person.

Udio has created a way for your business to enter disciplines and track results for your
students. Within the portal, they can then view their progress, including their PB count,
current PB times and all times for each discipline.

Ensure that you have updated your permissions groups to view these settings and then go
to settings:

e Under Courses & Programmes, select ‘Personal Results Disciplines’
e Click ‘Add New Discipline’

e Enter the name

e Tick the unit and results improvement

e Click ‘Confirm’

e Repeat for all disciplines
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Disciplines

Add Discipline
Name:
Dashboard 200m
People unit:

@® Time {seconds, minutes, hoy/rs)
) O Distance/length, metric (m, km, cm)
Sessions

O Distance/length, imperial ( feet, inches)

O weight, metric (g, kg)

Waiting List

© weight, imperial (Ibs, oz, st)
O 1l

POS Repeats (counts or fimes)

Results improvement:

O Higher is better

Issues
o ® Lowver is better

Reports
Ca Settings

Help Center

Once created you can reorder disciplines by holding and dragging the move button - the list
will show in this order in the portal for the customer to view.

There are two ways to upload results - you can copy from a spreadsheet or via the people
page. To copy from a spreadsheet:

e Go to Courses & Programmes under settings and select ‘Personal Results
Disciplines’
e Click ‘Upload Results’ and use the example spreadsheet on the right-hand side

Disciplines ekt New Disciline. | Upland Resus
Name
Dashboard 100 Freestyle Move = Edit Delete
40 Backstroke Move Edit Delete
People
50 Backstroke Move | Edit Delete
Sessions
60 Backstroke Move = Edit Delete
Waiting List
a 40 Breaststroke Move Edit Delete
POS 50 Breaststroke Move Edit Delete
Issues 60 Breaststroke Move Edit Delete
20 Butterfly Move = Edit Delete
Reports
25 Butterfly Move = Edit Delete
CE} Settings
40 Butterfly Move = Edit Delete
Help Center 50 Butterfly Move | Edit Delete
60 Butterfly Move Edit Delete
80 Individual Medley Move = Edit Delete

e Once you've completed the spreadsheet in the same format as the example,
copy the data and paste it into the Results panel

e Update the Event date and Event name if required

e Click Upload’
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Dashboard

People

Sessions
Waiting List
POS
Issues
Reports

8 settings

Help Center

e Udio will display any errors including the row number of the error; once fixed,
copy and paste the whole spreadsheet and click ‘Upload’ again

Personal Results

Copy and paste results from a spreadsheet

Results:

Event date:

06/01/2022

Event name (optional):

Results from the same event on same day will be uploaded only

once

Spreadsheet Example

A B o o
Name Card Id |25 BUTTERFLY | 50 BACKSTROKE
John Doe BSP00012 00:46.93
Will Smith BSP12487 00:52.96 00:52.96
Ben Ghur BSP33921 00:58.45
Maria MacDouglas | BSP77332 00:52.96 00:53.37

First column

Person’s name

second column

Membership Card Id

Remaining columns

Individual disciplines' results.

Include header row when pasting data

Result formats

Time

[Hours]:[minutes]:[seconds].[fractions of seconds]
Example:

22:44.14 — 22 minutes and 44,14 seconds

98 — 98 seconds

Distance/length, metric

[xx.yy) [km/m/cm)

You can also add results from the person'’s ‘People’ page:

Dashboard
$ reople
Sessions
=) Waiting List
POS
Issues

Reports

Settings

Help Center
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e Update the date and the event
Enter the value in the format displayed on the personal results disciplines

screen

current PBs

Queen King

2

Voucher Booking

2

Regular Booking

Member Details

Date of birth 5 years 11 months

Card ID Manage Membership cards

payment Methad Available Manage Payment Methods

[ ]
e Click ‘Add New Result’in the top right corner
e Select the discipline from the dropdown box

Send emails »  EditProfile  Remove Person = Login v

=

Add Purchase Make Payment

Billing Account view Billing Account

Current Balance

*0.00

Active Purchases
Learn To Swim, 2N7E Level 1 # Monday 16:30,

Achievements View Achi

Course Completion View Completion Records
Personal Results View Results

Activity View Activity

Bookings

Training Town
Next charge on: 01/02/2022

Queen King has no Add |

View 1 other Voucher

vouchers

Under Member Details, scroll down to Personal Results and click View Results’

The times will show on this page as well as the number of PBs and which are

Contact Details Add Detail ¥

nwatts@mailinator.com

ustomer accounts login change password

Customer Contact Contacted
Last Contact: 582 days ago
Relationships Add person
Erank Watts
family
bill payer

nwatts@mailinator.com
Natalie Watts

family
bill payer
nwatts@mailinator.com

Harper Watts

family

o! 234
nwatts@mailinator.com

Irene Watts

- Levi Watts



R Results for Queen King (5y) Add New Resul

Hayley Yager Has 0 PBs.

Dashboard Discipline:
Fiter
! People

Sessions No results to display

Waiting List

POS
Issues
Reports

Settings

Help Center

Results
Add Result
Discipline:
Dashboard 50 Backstroke v
Date:
2 People 0211272021

Sessions Event

Race night

Waiting List

Value:

0:53.39
POS

Issues
Reports

Settings

Help Center

If you have PBs or milestones that you wish to celebrate and view in the portal/reports, add
in here:

e Under Courses & Programmes, select ‘Personal Results Awards

o Click ‘Add New’

e Add the name of the award

e Choose the number of personal bests that the student needs to achieve
before receiving this award (e.g. 5, 10, 20, etc.)

e Upload an image if you have one which will be displayed in the portal

e Click ‘Confirm’

e Repeat for all personal awards
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Awards

Add Award
Name:

Dashboard Well done

People Personal bests:
5
Sessions Give award after this many personal bests across all disciplines.

Image (optional):

Waiting List Cheose file | Well Done (5).png

Use square image (will be shown at 150x150)
POS
Issues

Reports

@ Settings

Help Center

This setting refers to how your customers will pay for the services they receive. Will they be
paying weekly, fortnightly, monthly, casually, by the term or with a voucher?

Many businesses offer vouchers of some description, that allow customers to attend
lessons such as a make up, casual, public use or school holiday programme. You can view
the active voucher count under ‘total active’ and ‘no expiry.’

You likely want to have separate voucher types:

e Under ‘Configure voucher types’ select ‘Add New Voucher Type’

e Add the name, expiry mode, voucher limit per period (if needed) and period
for vouchers limit (such as month, quarter, year or term)

e Tick if you want the information to show in the customer portal

e Add the number of days in advance for a new booking (this restricts what the
customer can do in customer accounts)

o Select the courses this voucher type applies to

e Click ‘Confirm’
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Voucher Types

The ordering of the voucher types below reflects the order in which vouchers are allocated to bookings.

An available voucher of the type at the top of the list will be allocated before others

Dashboard

People

Add New Voucher Type

Sessions
Name Total Active No Expiry
o Waiting List
40 35 Expire  Extend =~ Move | Edit
RS 14 69 Expire  Extend =~ Move | Edit
Issues 4 4 Expire  Extend Move | Edit
129 129 Expire = Extend Move | Edit
Reports
10 10 Expire  Extend Move | Edit
Settings
0 0 Expire  Extend = Move | Edit
Help Center
1 1 Expire  Extend =~ Move | Edit
0 0 Expire = Extend Move | Edit
0 0 Expire | Extend = Move | Edit

Voucher Types

Add voucher type

Name:
Dashboard Casual
People Expiry mode:
1 Year v
Sessions Vouchers limit per period (Optional):
3
Waiting List
] E Period for vouchers limit:
|Month A
POS
Customer Accounts
Issues
Show in customer accounts:
Reports New Bookings allowed (days in advance)
7
Settings
Courses
Help Center
Course sessions for which these vouchers may be used:
[ Babies 1 &
[ Babies2 &

B Toddler 1

O Toddler 2 &

e Click on ‘Expire’ next to the voucher which you wish to delete
e Confirm the expiry of all vouchers

If you have multiple facilities, the extension will apply to all facilities.
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Voucher Types

The ordering of the voucher types below reflects the order in which vouchers are allocated to bookings.

An available voucher of the type at the top of the list will be allocated before others

Dashboard

People

Add New Voucher Type

Sessions
Name Total Active No Expiry
o Waiting List
40 35 Expire | Extend =~ Move | Edit
RS 14 69 Expire | Extend =~ Move | Edit
Issues 4 4 Expire | Extend Move | Edit
129 129 Expire | Extend Move | Edit
Reports
10 10 Expire | Extend ~Move | Edit
Settings
0 0 Expire  Extend = Move | Edit
Help Center
1 1 Expire  Extend =~ Move | Edit
0 0 Expire = Extend Move | Edit
L)
oweren sy ) L0
Torm| 0 0 Expire | Extend = Move | Edit

Expire All School Holiday Programme Vouchers

Are you sure you wish to expire all vouchers of this type?

School Holiday Programme
Dashboard

[ThIS will result in 40 vouchers being marked as expued.]

People
Confirm — Go back

Sessions

e Click on ‘Extend’
e Add the number of days or set an expiry date
e Select your inclusion from the drop-down menu
e Click ‘Confirm’
If you have multiple facilities, the extension will apply to all facilities

Voucher Types

The ordering of the voucher types below reflects the order in which vouchers are allocated to boaokings.
An available voucher of the type at the top of the list will be allocated before others

Dashboard = ?
People

Add New Voucher Type

Sessions
Name Total Active No Expiry
a Waiting List

40 35 Expire |Extend | Move Edit
POS 114 69 Expire |Extend | Move = Edit
Issues 4 4 Expire |Extend | Move Edit
129 129 Expire |Extend | Move Edit

Reports
10 10 Expire |Extend | Move Edit

9 Settings
] 0 Expire = Extend Move Edit

Help Center

1 1 Expire = Extend Move Edit




Dashboard

People

Sessions

Waiting List

o g
POS
Issues
Reports

9 Settings

Help Center

Dashboard

People

Sessions

o Waiting List
POS

Issues

Reports

0 Settings

Help Center
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Extend School Holiday Programme Vouchers

Extend Vouchers

You can either add number of days to existing expiry date, or set all
vouchers to a fixed expiry date

Add days:

30

Set expiry date:

Inclusion:

(Include all vouchers v]

If vouchers without expiry date are included and "add days" is set, expiry will
be set to selected number of days from today.

Click and hold the ‘Move’ button
Move the voucher type to where you want it to be

Voucher Types

The ordering of the voucher types below reflects the order in which vouchers are allocated to bookings.

An available voucher of the type at the top of the list will be allocated before others

Add New Voucher Type

Name Total Active No Expiry
40 35
114 69
4 4
129 129
10 10
0 0

Click on the ‘Edit’ button and make changes
Click ‘Confirm’

Expire

Expire

Expire

Expire

Expire

Expire

Expire

Extend

Extend

Extend

Extend

Extend

Extend

Extend

Move

Move

Move

Move

Move

Move

Move

Edit

Edit

Edit

Edit

Edit

Edit

Edit



Voucher Types

The ordering of the voucher types below reflects the order in which vouchers are allocated to bookings.

An available voucher of the type at the top of the list will be allocated before others

Dashboard

People

Add New Voucher Type

Sessions
Name Total Active No Expiry
™ Waiting List
40 35 Expire = Extend Move | Edit
POS 114 69 Expire  Extend Move | Edit
Issues 4 4 Expire = Extend Move | Edit
129 129 Expire = Extend Move | Edit
Reports
10 10 Expire = Extend Move | Edit
9 Settings
0 Expire = Extend Move Edit
Help Center
1 1 Expire = Extend Move Edit

There will be times when customers need to cancel a lesson. This section details the rules
your business has with regard to a customer cancelling a booking via the portal (for
example, you may choose to issue a make up voucher).

e Click on “Configure cancellation rules’ and select ‘Add New Cancellation Rule’

e Add information for the course, booking type, voucher type, voucher quantity
and usage by customers (this lets you decide if a customer can cancel a
lesson)

e Click ‘Confirm’

e Repeat for all courses

Cancellation Rules A New Cancellaton Rule
Edit | Delete
Dashboard X Edit | Delete
o Edit | Delete
People
Edit | Delete
Sasstaliz b Edit | Delete
" ; ¥ Edit | Delete
Waiting List
- M
& Edit | Delete
POS
.- Edit | Delete
Issues s Edit | Delete
é Edit = Delete

Reports

Edit = Delete
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Dashboard

People

Sessions

Waiting List
o g

POS

Issues

Reports

€5) Ssettings

Dashboard

People

Sessions
o) Waiting List

POS

Issues

Reports

€ settings

Dashboard

People

Sessions

o) Waiting List

POS

Issues

Reports

€ settings
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Cancellation Rules

Add Cancellation Rule

Automatically issue required number of vouchers to the person during
booking cancellation

Course:
Level 7 & v

Booking type:
Student hd

Voucher type:
Make Up v

Voucher quantity:

1

Usage by Customers:
Available to customers ]

Rules are always available to staff members regardless of this setting

Click on the ‘Edit’ button next to the cancellation rule you wish to edit

Make the changes and click ‘Confirm’

Cancellation Rules

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Add New Cancellation Rule

Click the "Delete’ button next to the cancellation rule you wish to delete

Click ‘Confirm’

Cancellation Rules

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Add New Cancellation Rule




Packages, pricing and availability are all variables in business that are subject to change. In
this step, you are essentially entering the price of your courses and selecting the charging
interval (how often a customer is billed). We recommend separating your pricing out
according to your programmes, even if the pricing is the same.

Dashboard
People
Sessions
Waiting List
POS

Issues

Reports

G} Settings
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Click on “Configure packages, pricing and availability’ and ‘Add New Package’
Choose the appropriate package type, reading the descriptions associated
with each before selecting

Enter the package name of the package and select the courses that relate to
this package

Select the number of sessions per week from the drop-down box

Select the charging day of the month from the drop-down box (doesn't apply
to term-based)

Do not update the pro-rata day update unless advised by Udio

Select the advance charge’ (this is the number of days in advance to raise fees,
e.g. if you raise fees on the 1= of the month and don't want to charge in
advance, select ‘charge at the start of the period’, otherwise select the number
of days in advance you want to charge)

Select the programme that you want to report charges under (note: only
select one programme)

Tick available for purchase to make sure the package is active

If you wish to hide the package as it is not a regular purchase (such as staff
discount), tick special package

Add the billing group you wish to restrict this package to (e.g. staff discount)
Add a description if required and click ‘Confirm’

Packages At New Package

Name: Facility: Programme: Billing Group:

[Any | [any of [ .

Package Type: Status:

[ED) v| |Not Removed v| | Filter

Adults LTS - WA Voucher package, one time purchase 12 x DNU - Adults for WA Manage pricing | Edit
Adult Training Voucher package, one time purchase 4 x Adult Training Manage pricing |~ Edit
Another Schools name Voucher package, one time purchase 1 x Schools Intensive Manage pricing = Edit
Agua Voucher package, one time purchase 11 x Aqua Manage pricing | Edit
Aqua - 10 Sessions Voucher package, one time purchase 10 x Aqua 10 Sessions Manage pricing | Edit
Agua Casual Voucher package, one time purchase 1 x Aqua Manage pricing = Edit

Babies Monthly (price per month) 1 session per week for Babies 1 # , Babies 2 & Manage pricing = Edit



Dashboard

People

Sessions

o) Waiting List

POS

Issues

Reports

€3 settings

Help Center

Dashboard

People

Sessions

Waiting List
o 4

POS

Issues

Reports

€5y settings
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Help Center

Create Package

Choose Package Type

Vouchers Package Charges once, produces set number of vouchers.

These packages generate set number of vouchers (also called session passes) every time they purchased. Vouchers are used to attend
lany course allowed for the voucher type,

Monthly Package Charges every month until cancelled

[These packages are charged every month and allow person to attend set number of sessions per week. Can be pro-rated to any day of
the month,

Monthly (session pricing) Charges every month until cancelled

These packages are charged every month and allow person to attend set number of sessions per week. Can be pro-rated to any day of
the month

Price is per 4 weeks of sessions per month. Actual monthly price will be adjusted accordingly to actual bookings
For example, if bookings are on Tuesday but month has 5 Tuesdays — this month will be charged 125% of the base price.

Weekly Package Charges weekly until cancelled.

Create Package Monthly (price per month)

Add package
Name:

Bables

Courses:
@ Babies 1 & Select All None

Babies 2
O Toddler 163
O Toddler 2 @
(O ransition ¥
OLevel 14

Level 1/2
OlLevel 2 &

Level 3%

Level 4 ¥

Level 5
OLevels &
Olevel7 4
(Jsquad Beginner &
(O squad Intermediate &
(O squad Gold &
(O private Lesson

O Assessment



Sessions per week:

1 v

Flat Rate:

\Pro—ra(a Enabled: use start/end dates, sessions per week, and closure days to calculate price v

Charging Day of the Month:
[ v
Dashboard

Customers will be charged on this day of the month. First charge will be pro-
rated from this day

People

Pro-rata day update:

\Ds not update pro-rata day V\

Sessions Optionally make pro-rata day up to date with new package during moves.
Move must happen after most recently charged period.

Waiting List Advance charge:
a Charge at the start of the period v|

Raise charges this many days before start of charging period

POS

Report charges under these programmes:

*Babies ~ x
Issues

Available for purchase:

Reports

f unchecked disallows purchase of the package, all old active purchase
continue to work

€9) settings

Special package:

Help Center Special packages are packages that are discounted or only available to
certain people. They are not available to customers directly, and are only
visible to Udio users in a separate section

Restrict to Billing Groups

e Click on the ‘Edit’ button and make any changes
Click ‘Confirm’to save

Packages Add New Package

Name: Facility: Programme: Billing Group:
An v| AR P I "
Dashboard (any Y
Package Type: Status:
People
(@ | [Not Removed ~| | Filter
Sessions
Adults LTS - WA Voucher package, one time purchase 12 x DNU - Adults for WA Manage pricing | Edit
Waiting List
o &
Adult Training Voucher package, one time purchase 4 x Adult Training Manage pricing | Edit
POS
Another Schools name Voucher package, one time purchase 1 x Schools Intensive Manage pricing | Edit
Issues Aqua Voucher package, one time purchase 11 x Aqua Manage pricing | Edit
Repﬁrts Af]Ha - 10 Sessions Voucher parkags‘ one time ml"(ha<r" 10x A\’]l.i 10 Sessions Manage Fﬂ:iﬂg Edit
Aqua Casual Voucher package, one time purchase 1xAqua Manage pricing | Edit
Settings
Babies Monthly (price per month) 1 session per week for Babies 1 # , Babies 2 & Manage pricing | Edit
Help Center
Babies Weekend Rate Monthly (price per month) 1 session per week for Babies 1 & , Babies 2 & Manage pricing | Edit
Complimentary Lesson Voucher package, one time purchase 1 x Complimentry Manage pricing | Edit
CV customer at SH Voucher package, one time purchase 1 x WH Customer Manage pricing | Edit

e Click ‘Manage pricing’ next to the package you wish to edit

e Select ‘Add New Pricing Option’

e Enter the start date (cannot post-date), price including tax and tax rate
e The price excluding tax and tax value will be automatically updated

o Select the facilities this price applies to

e Click ‘Confirm’to save the changes
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Dashboard

People

Sessions

Waiting List

POS

Issues

Reports

Settings

Help Center

Dashboard

People

Sessions
m Waiting List
POS

Issues

Reports

Settings

Help Center

Packages

Add New Package

Namg: Facility: Programme: Billing Group:
\Any v| |Any v

Package Type: Status:

[l v| |Not Removed v| | Filter

Adults LTS - WA Voucher package, one time purchase

Adult Training Voucher package, one time purchase
Another Schools name Voucher package, one time purchase
Aqua Voucher package, one time purchase
Af]Ha - 10 Sessions Voucher pafkagﬁ‘ one time /Nl"(hair"
Aqua Casual Voucher package, one time purchase
Babies Monthly (price per month)
Babies Weekend Rate Monthly (price per month)
Complimentary Lesson Voucher package, one time purchase

CV customer at SH Voucher package, one time purchase

Babies

1 session per week for Babies 1 &
Payment: per month

Babies 2 &

Pricing and availability

‘ Add New Pricing Option —

Facility: Starting from:

Training Town hd

Price Price, net Tax Facility

«
@
e}

'

Training Town

§84.00 $84.00 - Training Town
$81.30 $81.30 - Training Town
$77.40 $77.40 - ining Town
$74.80 $74.80 - Training Town

Results 1 to 5 of 5

Up until:

12 x DNU - Adults for WA

4 x Adult Training

1 x Schools Intensive

11 xAqua

10 x Aqua 10 Sessions

1x Aqua

1 session per week for Babies 1 # , Babies 2 &
1 session per week for Babies 1 # , Babies 2 &
1 x Complimentry

1 x WH Customer

Filter
Valid from
04/03/2020 Edit = Delete
01/10/2016 Edit | Delete
01/10/2014 Edit = Delete
01/10/2013 Edit = Delete
01/08/2013 Edit | Delete

Manage pricing

Manage pricing

Manage pricing

Manage pricing

Manage pricing

Manage pricing

Manage pricing

Manage pricing

Manage pricing

Manage pricing

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit Package



Dashboard
People
Sessions
[} Waiting List

POS

Issues

Reports

Settings

Help Center

Some businesses offer discounts for families or on products. General discounts apply to
invoice value and package discounts apply depending on the number of purchases active

Babies

Add pricing option
Valid From:

30/01/2022

Price (including tax):

87.00

Price (excluding tax):

79.09

Tax rate, %:

10.00

Tax value, $:

791

Facilities:

*Training Town

on a billing account.

General discounts are those that apply when using the point of sale system (for example,

20% staff discount).

36

Click on “Configure general discounts’ and select ‘Add New Discount’

Enter the name and discount amount as a percentage, then tick the facility
that the discount relates to

Click ‘Confirm’



General Discounts

Add New Discount | Show Removed

Dashboard Name Amount

17.22
People

20.00
Sessions

20.00
Waiting List 30.00

o g

50.00

POS
Results 1 to 5of 5

Issues
Reports
Settings

Help Center

Add Discount

Add Discount

Name:

Dashboard

Staff discount

Peﬂp]e Amount:
20
Sessions
Facilities:
[ Term Based Select All None
m Waiting List @ Training Town

POS

Issues

Reports

Settings

Help Center

e Click on the name of the discount and then the ‘edit ‘button; make changes to
the name, description, packages, facilities and discount rules
e Click ‘Confirm’to save the changes
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Dashboard

People

Sessions

Waiting List

POS

Issues

Reports

Settings

Help Center

Family Discount it | Remeve

Amount:  50.00

Facilities: Training Town

Package discounts can be used to discount the cost of a course. For example, if a family has
two members already signed up at your business, you may elect to give the third family
member a discount. You can also discount a person attending multiple lessons.

Dashboard
People
Sessions
[} Waiting List

POS

Issues

Reports

Settings

Help Center

Click on “Configure package discounts’ and select ‘Add New’

Enter the name and description, then select the packages and facilities the
discount applies to

Apply your businesses discount policy - there is individual purchases and all
purchases discount - please read the information or contact Udio

Click ‘Confirm

Discount Configurations

Active

Name Facilities Packages
From

Teams 1 session per week, Teams 2 sessions
per week

Term Based 19/08/2020 Edit

Fortnightly package testing, Gymnastics, Head Office, IntegraPay Testing, Migration fallback,
Perpetual 1 School Holiday closure: ssions Pricing, Shine Early Intervention, State
Swim Systems, Sue, Test Facility, Training Town, Udio store, Weekly packages Facility, ZZ Don't
use, ZZ IntergraPay Testing 1

Babies, Learn To Swim, Teams 1 session per

week, Teams 2 sessions per week, Teams 01/12/2017 Edit
Unlimited sessions per week

. Adults LTS, Babies, Learn To Swim, Little
Fortnightly package testing, Gymnastics, IntegraPay Testing, Perpetual but with School Holiday )
School, Teams 1 session per week, Teams 2

closures, ions Pricing, Shine Early Intervention, Training Town, Weekly packages Facility, 77 . 07/12/2014 Edit
7 e sessions per week, Teams Unlimited sessions
Don't use, ZZ IntergraPay Testing 1
per week
. Adults LTS, Adults LTS - WA, Children's e
ZZ Canbeused 3 21/05/2013 | Edit

Lessons
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Discount Configuration

Add discount configuration
Name:

Dashboard Family discount

People Description:
Third family member gets 25% off

Sessions

Waiting List

POS

Issues

For Billing Accounts Active Since
Reports 25/01/2022

Discount will apply only to billing accounts that have "Active Since' date after
Settings this date. All billing accounts which were active before this date will not
receive any discounts under this configuration

Packages:

Help Center
B Adults LTS Select All None

EBabies
Babies Weekend Rate

Children's Lessons

M Eethar

e Click on the ‘Edit’ button to make changes to the name, description, packages,
facilities and discount rules
e Click ‘Confirm’to save the changes

Discount Configurations AddNew

Active

Name Facilities Packages
From

Dashboard

Teams 1 session per week, Teams 2 sessions

Term Based 19/08/2020 Edit

per week
People

Fortnightly package testing, G
Perpetual but with Schoal Holida
Swim Systems, Sue, Test Facility, Training Town, Udio store, Weekly packages Facility, ZZ Don't
use, ZZ IntergraPay Testing 1

cs, Head Office, IntegraPay Testing, Migration fallback,
closures, Sessions Pricing, Shine Early Intervention, State

Babies, Learn To Swim, Teams 1 session per
Sessions week, Teams 2 sessions per week, Teams 01/12/2017 | Edit
Unlimited sessions per week

Waiting List
o 2 Adults LTS, Babies, Learn To Swim, Little
Fortnightly package testing, Gymnastics, IntegraPay Testing, Perpetual but with School Holiday
! ‘ School, Teams 1 session per week, Teams 2
closures, Sessions Pricing, Shine Early Intervention, Training Town, Weekly packages Facility, ZZ - 07/12/2014 | Edit
POS 5 - . o “ / sessions per week, Teams Unlimited sessions
an't use, ZZ IntergraPay Testin
graPay g per week
Issues X Adults LTS, Adults LTS - WA, Children's N )
ZZ Can be used 3 L 21/05/2013 | Edit
£essons

Reports

Settings

Help Center

Individual Purchases Discounts

This rule will give every purchase individual discount. For example, if a third child receives a
25% discount and a fourth child receives a 50% discount, you ‘Add Rule”:

e Person:3
e Purchase: 1
e Amount: 25%
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. Facilities:
Udio

[ Term Based Select All None

Hayley Yager [ Training Town

Dashboard Individual Purchases Discounts

Those rules give every purchase individual discount

People

For example rule 'Person 4, Purchase 3' will give discounts starting from
fourth person's third purchase.

Sessions
Persan: Purchase: Amount:
P 3 1 25
Waiting List
o g
Delete
POS
Issues Person: Purchase: Amount:
4 1 50
Reports
Delet:
Settings
Add Rule

Help Center

All Purchases Discounts

Those discounts are applied to all purchases on the billing account, when
niimhar af nannla will raarch rartain lavale

Repeat for person four. Four and over will receive this discount. If you want to give a
discount on a second lesson for a student:

e Person: 1
e Purchase: 2
e Amount: 10%

All Purchases Discounts

If you want to give a discount to all family members when they reach a number of
bookings, you will enter the information here. For example:

e People:3
e Amount: 10%

4 1 50
Udio
Hayley Yager Delete
Add Rule

Dashboard
People .
All Purchases Discounts

Those discounts are applied to all purchases on the billing account, when

Sessions number of people will reach certain levels.

For example rule 'Person 3' will give discount to all purchases when there

m Waiting List are 3 or more people on the billing account
This is given in addition to individual purchases discounts.
POS
People; Amount:
Issues 3 10
Reports Delete
Settings Add Rule

Help Center

This discount will then apply to all family members that have a booking.
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Creating and associating people with billing groups allows you to offer a different fee. You
can also search on this group, send them specific marketing emails and identify how many
are booked in, the amount of fees raised and the amount paid for each different group.

Dashboard

People

Sessions
Waiting List

POS

Issues

Reports

G Settings

Dashboard
People
Sessions
Waiting List
POS

Issues

Reports

@ Settings
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From settings, click on ‘Billing Groups’

Click on ‘Add New Group’

Type in the name of the group (you don't need to add a URL, this will be
created automatically) and click ‘Confirm’

Billing Groups

Name

Billing Groups

Add Group

Name:

Bewley School

Slug for Customer Accounts signup (optional, will be auto-generated):

Add New Group

Billing Accounts

1

0

2



e Click on the name of the group that you wish to edit
e Click on ‘Edit’

e Update the name and click ‘Confirm’ once edit is complete

Big School

Billing Accounts in the group:
People: 3
Dashboard Packages

Customer Accounts Url: https://sandbox-sandbox.accounts.ud.io/?group=oqb3
People
Sessions
Waiting List
POS

Issues

Reports

9 Settings

You can only delete a group if there are no billing accounts associated with it.
e Click on the name of the group that you wish to delete
e Click on ‘delete’

o Click delete’ again to confirm

When coming out of a closure part way through a billing cycle, you can recharge
customers for the remainder of the billing cycle.

Ensure you have deleted the closure dates from the re-opening date, then:
e Click on ‘Start New Re-Charge’
e Enter the beginning date of your billing cycle
e Add are-charge label and click ‘Start Re-Charge’

The re-charge will take a number of hours to process. Once complete, there will be a
summary of the transactions, as well as the option to download the file.
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Submitted
Dashboard
People
Sessions
Waiting List
POS
Issues
Reports
@ Settings
L
U
S
Re-Charge Task
Start Re-Charge Task
Set parameters to start task of re-charging purchases.
Dashboard Charges made after the selected date will be recalculated

Re-Charge Tasks

Start Date:
People 01/02/2022
Sessions

Re-charge label:

Renovation

Waiting List

POS

Issues

Reports

Q Settings

Charges on and after this date will be updated

Will be used as narration if Credit is required.

Recharge Date Status
01/05/2020 Done
01/05/2020 Done

Reason
Fingers Crossed Number 2

Fingers crossed

Start New Re-Charge

The default credit items are free-form text under the ‘Add Credit’ button in the billing

account. If, however, you want to update that so your staff can only select from a

dropdown box, you need to create credit descriptions.
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e First, you will need to update your permissions under ‘Users’ to ‘Credit

Description (all)".

e Ensure you read the information provided on the screen before setting up

credit descriptions

e Click on ‘Create Credit Descriptions’

e Enter a description to select from and ‘confirm’

e Repeat for all the descriptions you would like added



Credit Descriptions

Create Credit Description

Dashboard Credit Descriptions provide a way for you to pre-define a set of descriptions for Billing Account Credits, This provides more control than a
free-form text field

Credit Descriptions added on this page will be available as a drop-down list in the 'description’ field when adding a Credit to a Billing Account
If there are no Credit Descriptions, the "description’ field will have a free-form text field to add the reason for a Credit.

People

Sessions
No Credit Descriptions to display.
A free-form text field will be shown for the 'description’ field when adding Credits to Billing Accounts.

Waiting List
POS
Issues
Reports

G Settings

Help Center

Add Credit Description

Add Credit Description
@ Dastboard Customer cancellation|
People
Sessions
Waiting List
POS
Issues
Reports

cg Settings

Help Center

L
poweren By DI
-

https://sandbox-sandbox.ud.io

If you charge a once off enrolment fee or charge annually, you can set this up in Udio
- Add New Rule

- Add the rule name, such as enrolment fee

- The Mode, either once off or annual subscriptions
- Select the person #

- Add the Charge, net value and tax information

- Status is active

- Select your facilities or leave blank if it applied to all
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- Select your packages that the enrolment applied to, or leave blank if it applies to all
- Click ‘Save’

Repeat if you have other auto fees that you charge such as returning customers

Add Additional Fee Rule

Add Rule

Rule Name:

Rule name must be unique. If person already has charge with the same name, it will not
be created. E.g. ‘Registration Fee

How and when rule will be applied
Person:
e W

Whiich person the rule will be applied to

Charge value (including tax):
MNet value (without tax)

Fee tax value:

Leave empty for tax-free charges.

Status:
Active L
f the rule is disabled, it will not be creating charges
Active at Facilities:
[] Debit Success Facility Select: All None
[] Fortnightly package testing
[] Head Office
[] Merchant Warrior
1™ Facility
[] Payri=Testing
[ Perpetual but with School Holiday closures
[] Recurring Memberships
[[] Sessions Pricing
[0 Term Based
[[] Training Town
[] Weekly packages Facility
[]=x
f no facility is selected, the rule will be applied to all facilities.
Active for Packages:
[ Adult Casual Select: All Mone
[] Adutt Play Session
[ Adults LTS
[ Aqua Senior Casual
[ Agua - Seniors 10 Sessions
[] Babies
[] Ballet Free Trial



Payment types are where you select how your business will accept payment for your goods
or services. To help with a faster setup, we've pre-populated this section with some data.

e Under ‘Configure payment types’ select ‘Add New Payment Type’ (if the payment
type is cash, click ‘Apply rounding’)
e Click ‘Confirm’

Payment Types RN Pyt Tope
Move  Edit
Dashboard Move  Edit
Move  Edit
People
Move = Edit
Sessions Move | Edit
g VVaiting List Move | Edit
Move  Edit
POS
Move  Edit
Issues [nactive ) Move = Edit
M, Edi
Reports ove "
Move  Edit
9 Settings
Move  Edit
Help Center
Payment Types

Add payment type

Name:

Dashboard Cash
Peﬂp]e Active:
Apply rounding
Sessions
Rounds value to the nearest 0.05. Difference is applied as a credit to the

billing account.

Waiting List

POS
Issues
Reports

9 Settings

Help Center

e Click on the ‘Edit’ button and make changes to the name, description and
checkboxes
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e Click ‘Confirm’

Payment Types Add New Payment Type
Move | Edit
Dashboard Move | Edit
Move | Edit
People
Move | Edit
ession:
Skl Move | Edit
: Move | Edit
Waiting List
o g
Move  Edit
POS
Move  Edit
Issues (Inactive | Move  Edit
Move  Edit
Reports
Move  Edit
9 Settings
Move  Edit

Help Center

e Click and hold the ‘'move’ button
e Move the payment type to where you require it to be

Payment Types Add New Payment Type
Move | Edit
Dashboard Move | Edit
Move | Edit
People
Move | Edit
ession:
Skl Move | Edit
: Move | Edit
Waiting List
o g
Move  Edit
POS
Move  Edit
Issues (Inactive | Move  Edit
Move  Edit
Reports
Move  Edit
9 Settings
Move  Edit

Help Center

Please note: you must contact the third-party payment provider you wish to connect with
to set up your account and negotiate fees. Udio does not get involved with the negotiation.
Please do not update this section without contacting Udio first.
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e Under ‘General Settings’, the first thing you will see is a space to upload your
logo

e The size should be at least 600 x 150

e Recommended size is 300 x 75 which will ensure all outgoing emails are styled

the same as your other branding/promotional material
o Note: you can update the logo size for the customer portal in ‘Customer

Accounts Settings’

Logo

Dashboard

People Choose file | No file chosen Upload at least 600x150

Emails use 300x75, customer accounts 400x100.

Sessions
Country
@ Waiting List Country:
Australia ~
POS
Format

Issues
Date & Time Format:
Operations English (British, 24 hours)

Format for dates and times. This setting affects all staff members and customers.

Reports

Genders:

Male

€) settings Female

Other

Prefer not to say
Help Center I'm not telling you

Enter list of genders one per line. For example:

Default Facility

Default event facility:

Training Town ~

Charges & Purchasing

Currency:

Australian Dollar ~

First charge policy:

First charge is created when booking is made ~

Discount behaviour:
Exclude cancelled purchases from Discount calculation ~

nclude or exclude purchases cancelled in the current charging peried from affecting
discounts. Purchases cancelled in the future periods are always included.

- Select the country that you are operating in
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- You can only select one country per account; if you operate across multiple

countries, we can create different accounts for each (you'll still be able to navigate

easily between the countries)

- Update to the Date & Time format to your country

- Up can add your own list of genders

- Update the event facility to your main location

— Currency - choose the relevant currency for your business
— First charge policy - select from the drop-down box
— Course per purchase restriction - select from the drop-down box

- Discount behaviour - select from the drop-down box (please read the explanation

for this field)

- Minimum automatic payment - enter a dollar and cent amount, e.g. $2.50

— Inactivity period, months - please read the explanation for this field

- Voucher order mode - you can select the order of vouchers

- Move restriction - you can disable or enable movements when the package is
cancelled such as when a term has been rolled over

Charges & Purchasing
Currency:

Australian Dollar ~

First charge policy:

First charge is created when booking is made +

Discount behaviour:
Exclude cancelled purchases from Discount calculation ~

nclude or exclude purchas
discounts. Purchases canc

elled in the current charging period from affecting
in the future periods are always included

Minimum Automatic Payment amount, $:

0.00

Inactivity period, months:

Voucher order mode:

Vouchers are used in selected order  ~

Select the order of vouchers
Move Restriction:

Disable move of Cancelled Purchases (including in old Terms) ~

- You can add your stages of progression of your achievements
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- You can choose the length of your password and complexity. These will apply to
both staff and customers in the Portal / App
- You can choose multi-factor Authentication, this will apply to staff only

- Process automatic payments - enable or disable the different payment
providers Udio provides (please read the explanation for this field)

Allow only one course per purchase v

Discount behaviour:
Exclude cancelled purchases from Discount calculation v

Include or exclude purchases cancelled in the current charging period from

affecting discounts. Purchases cancelled in the future periods are always
included
Dashboard

Minimum Automatic Payment amount, $:

0.00
People

Inactivity period, months:
Sessions 12

After this period of inactivity billing accounts will be treated as new (will get

@ Waiting List new discounts, people will enroll as new customers, etc.)

POS Payments

Process Automatic Payments:

Issues Enabled v

Setting to 'Disabled’ will prevent invoices from being paid autematically
Customers still will be able to pay each invaice manually by selecting
Reports provider's payment method. After enabling, all oustanding invoices will be
queued for automatic payments. To preven

tomatic payment of
outstanding invoices, stop payment processing in "Payment Providers'

Settings

section

Help Center

If you use surcharges for automatic payments, you can select to reverse the surcharges on
the failed payment.

Please do not update any settings in here without consulting support@udiosystems.com

Notes allow you to communicate with your staff at a company level. Any notes that are
added here will appear on the Udio dashboard.

Notes can be set up in advance by adding a due at date and time. You can also add
attachments. Click the pen icon in the right-hand corner of the note to edit.
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Dashboard

People

Sessions

g Waiting List

POS

Issues

Reports

@ Settings

Help Center

Dashboard

People

Sessions

£ Waiting List

POS

Issues

Reports

Ca Settings
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Help Center

Supervisor Focus
25 October 2021

SAFETY

Freefalls
= Bending forward at waist

Safety message

Only swim with mum, dad or teacher why we don't dive into shallow water etc.

No running around pool or on edge of pool

Not pushing kickboards under water.

Flippers and boards neat and tid:

Safe entry - supporting body weight, turning chin to side before lowering into water.
Correct safe dives including teacher position, holds etc.

Safe exits

Counting arm strokes in BK from flags - no hitting heads

Survival work

Safe games

student-information-system.jpg
due at 17/12/2020 11:42 AWST

Babies 1 Lesson Plan 01.03.21
fikdsjfd
fidskfjsdk

fidskfjsd

jfdlksjfs

due at 28/02/2021 16:00 AWST

Udio

Edit note

Notes:

Heading 2 v 5 2 B I

::L,;:\,ivivl:vﬂ

Supervisor Focus
25 Octaber 2021

SAFETY
Star:

Due at:

17/12/2020 11:42

Attachments

Name:

File:
Currently

Change




@ Dashboard

People

Sessions

g Waiting List

POS
Issues
Reports
Settings

Help Center

Ll
powereo By DU
~

Supervisor Focus

25 Octob

ver 2021

SAFETY
Freefalls

« Bending forward at waist

Safety message

+ Only swim with mum, dad or teacher why we don't dive into shallow water etc

« No running around pool or on edge of pool
« Not pushing kickboards under water.

+ Flippers
+ Safe entry - supporting body weight, turning chin to side before lowering into w.

d boards neat and tidy

+ Correct safe dives including teacher position, holds etc

* Safe exits

+ Counting arm strokes in BK from flags - no hitting heads

« Survival work

« Safe games

Fact Sheet 1

Hold Fee

+ fdsf

« fdsfds
« fsdfds
+ fdsfds
+ fdsfds

ater

If you want to communicate with staff at one facility, go to ‘Configure facilities’ in Settings,
select the facility and click ‘Add Note’ on the right-hand side.

Dashboard
People
Sessions

g WWaiting List
POs
Issues

Reports

€53 Settings

Help Center

Package Prices

View Al

Term Based

2020

$110.00
$10.00

Il Packages

8 Sept. 1 May

$200.00

Edit Facility = Remove Facility

30 Aug.
2019

5 July

$113.00

Contact Details Add New ¥

No contact details

Resources Add New

Lane 1
Lane 2
Lane 3

Lane 4

Add Note

Notes 0

No notes

ear on home
ving note at
ecent due

All starred notes will always
page. Set due date to start s
particular moment. Only m
note will be shown

Udio provides some special URLs and scripts to include in your website. Follow the
instructions provided in this section or forward them to your website management team.

You can have both images and text. Images will appear on the left-hand side and text on
the right. The text can have headings as well as body text. All images need to be 1080 x
1080 in .jpg format.

You can change widget settings to modify what data is displayed on the dashboard.
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Check-in - hours before and hours after each session



Dashboard

People

Sessions

Waiting List

POS

Issues

Reports

Settings

Help Center

First & Returning Bookings - select the courses you wish to see on the New,
Leaving and Returning Customers widget

Customer Contacts - select number of bookings to display on the dashboard
at any one time and minimum days since last contact

Dashboard Widget Settings

Widget settings can be changed to modify what data is displayed on the dashboard.

Widget Current Settings

Hours before session: 1
Hours after session: 1

Courses:
Babies 1 &
- Babies 2 &
-Toddler 1 (%

- Toddler 2 @&

Transition 3

Bookings to display: 15
Minimum days since contact: 800 days

Noticeboards allow you to run a series of notices on a smart TV or tablet.

You can add a logo to the bottom right-hand side and we can provide the white
background (please email hello@udiosystems.com). You may need to play with the size of
the logo to see what looks best. Uploaded photos need to be 1080 x 1080. You will need a
photo editor to complete this.
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Click on ‘Add New Board

Name your board (you can have a board for each of your facilities)
Click ‘Choose file’ to upload your background

Click ‘Confirm’



Notice Boards

Name Background URL

Dashboard
People
Sessions

g VVaiting List
POS
Issues

Reports

@ Settings

Help Center

Notice Boards

Add Notice Board
Name:

Dashboard Sublaco |

People Background image:

l Choose file | No file chosen

Sessions

£ Waiting List

POS

Issues

Reports

Settings

Help Center

Edit = Delete

Edit = Delete

Edit = Delete

Add New Board | Settings

Once you've confirmed your new board, you will be directed to the next screen which

allows you to create multiple pages per board.
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e Click ‘Add New Page’
[

e Click ‘Confirm’

[ ]

Enter the text and choose the image

Repeat for all the pages you require
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Dashboard
People
Sessions
g VVaiting List

POS
Issues
Reports

@ Settings

Help Center

Udio
Hayley Yager

Dashboard
People

Sessions

£ Waiting List

POS

Issues

Reports

Settings

Help Center

Subiaco

Pages

This board does not have any pages to display.

Add Page to Subiaco

Add Notice Board

Text:

Heading 1 v 5 2 B
I

Q=

EviZSv Avaev

Merry Christmas from Udio!

Wishing you all a safe and happy Christmas - we look forward to
seeing you all in the new year. @

Image:

Choose file | Dust Cream ... Post (2)png

On the notice board page, click ‘Open’in the top right corner
The pages will then scroll through

Add New Page

Open

Edit

Delete Board



SU blaCO Add New Page | Open | Edit Delete Board

Pages

Dashboard

ﬁ Merry Christmas from Udio! Wishing you all a safe and happy Christmas - we look forward to seeing yo... Edit Delete

People

Sessions

g \Vaiting List

POS

Issues

Reports

Settings

Help Center

Merry Christmas
from Udio!

Wishing you all a safe and happy
Christmas - we look forward to seeing
you all in the new year.

Simply enter the URL listed on the facility notice boards page into your web browser.
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Notice Boards Add New Board

Name Background URL
Dashboard Edit = Delete
People Edit = Delete
Edit = Delete

Sessions

g Waiting List

POS

Issues

Reports
e Settings

Help Center

e Go to ‘Settings’ on the main page of the notice boards
e Update the ‘Refresh, seconds’ field
e Click ‘Confirm’

Notice Boards Add New Board

Name Background URL
Dashioard Edit | Delete
People Edit = Delete
Edit = Delete

Sessions
m \Vaiting List
POs

Issues

Reports

C:} Settings

Help Center
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Settings

Settings



Notice Boards

Settings

URL Slug (only lowercase letters and numbers, no spaces):

Dashboard .

People Refresh, seconds:
5

Sessions
Custom CSS stylesheet:

@import url(//fonts.googleapis.com/css?
o Waiting List family=Raleway:400,500,700,800');

bady {

padding: 0;

margin: 0;

position: relative;

font-family: 'Raleway’, sans-serif;

POS

Issues
color: #0960B5;
Reports font-weight: 500;

e fant fantie

cattinme: Meend

Settings

Help Center

Udio has IP Address Access Control, please contact support@udiosystems.com before
updating

In this section, you can configure different access for your users, as well as view who has
(or has had) access and at what level.

To help with a faster setup, we've pre-populated this section with some data.

e Click on ‘Configure login permission groups’ under ‘Users’

e Select ‘Add New Permission Group’

e Add a name and select the permissions you want that level to have
e Click on ‘Confirm’to save the changes
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Permission groups

Add New Permission Group

Dashboard Group Users

21
People

3
Sessions

2

g VVaiting List

1
POS

10
Issues 3
Reports 1

0

@ Settings
4

Help Center

Results 1 to 10 of 10

Permission groups

Add permission group

Name:

Dashboard

Supervisor

People

Select All None
. () Achievement completions (full)

Sessions

) Achievement completions (read)

) Achievements (full)

£ Waiting List

[ Achievements (read)
POS & Billing (full)
[ Billing Groups (add, modify)
Issues & Bookings (full)
) Bookings (read only)
Reports 1% Baoking types (full)
1@ cancellation rules (full)
Settings ) Cancellation rules (read)
U Check In Settings (modify)
Help Center [ Closure days (create, update and delete)
() course completions (full)
) Course completions (read)

] Course programmes (full)

Under ‘List users’ you can see who is active or inactive and which group they belong to.

Before updating either setup mode of import person date, please contact

support@udiosystems.com

Udio's customer accounts module (or customer portal) allows your customers to login and
‘control’ their account. They can perform a number of tasks (should you grant permission),
including:

- View bookings
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Cancel a lesson

Book a make up

Book into a school holiday programme

Move a booking (time and day or time, day and level with a course

completion)

Set up a direct debit

Track their child’s progress

View personal best results

Update their contact details and view/update their health issues
View notices

View your businesses Facebook feed

With customer accounts, you can also allow your customers to book online via a URL that
you can add to your website. The URL (directly linked under customer accounts) is created
by Udio but can be changed.

Dashboard
People
Sessions
Waiting List
POS

Issues

Reports

e Settings

Customer Accounts

Main Address:  https://sandbox-sandbox.accounts.ud.io

(Put this link on your website, or give it to your customers)

To assign customers to the particular Billing Group on signup, use those URLs:

12 week block https://sandbox-sandbox.accounts.ud.io/?group=kbnh
Biggish School https://sandbox-sandbox.accounts.ud.io/?group=6f24
Big School https://sandbox-sandbox.accounts.ud.io/?group=oqb3
Canning Vale customer https://sandbox-sandbox.accounts.ud.io/?group=z69k
Little School https://sandbox-sandbox.accounts.ud.io/?group=nz2i6
Local School https://sandbox-sandbox.accounts.ud.io/?group=k9nb
Procedures https://sandbox-sandbox.accounts.ud.io/2group=06j7
Royal Life https://sandbox-sandbox.accounts.ud.io/?group=btsk
School Name https://sandbox-sandbox.accounts.ud.io/?group=j4du
Staff https://sandbox-sandbox.accounts.ud.io/?group=staff

Emails & Notifications

This is a true online booking and not a form that is submitted. Upon confirmation, the
customer will receive all the welcome emails associated with a new booking.

To do this, you will need to update your courses in the online booking information section.

There are a number of fields that you need to complete for your business:
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Select if you want a customer to be able to remove their payment method or
not

Select if you want a customer to be able to add/remove their health issues
Select if you want a customer to be able to view the Portal

Select if you do or don't want Bill Payers to be visible on the Portal



Access

Payment Method Removal:

Customer can remove payment method ~

Health Notes:

Customers can add/remove health notes for people on their billing account ~

Customer can see and optionally update own health notes. Attachments to the notes
are visible and controlled by staff members only.

Customer accounts mode:

Customer Portal is enabled and available

Show Bill Payers in Enroll:

Allow Bill Payers to be Enrolled w

Dashboard
People
Sessions
Waiting List
POS

Issues

Reports

CD Settings
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Restrictions of course/package changes - update if you want customers to be
able to make changes to their bookings

Bookings changes allowed (days in advance) - select the number of days your
customers can book in advance, such as make ups

New bookings allowed (days in advance) - select the number of days in
advance a new or returning customer can book in

Multiple purchases (per course) - update if you want the customer to be able
to have multiple courses for the same person

Bookings

Restrictions of course/package changes:

Change course if there is a course completion, no changes of package V|

Bookings changes allowed (days in advance).
14

Allow changes to bookings of sessions that start no more than this number
of days in advance. This setting is also available per-facility. The per-facility
setting has priority over the account-wide setting.

New Bookings allowed (days in advance). :
14

This setting is also available per-facility. The per-facility setting has priority
over the account-wide setting.

Multiple Purchases (per course):

Only one purchase per person per course is allowed v

Unable to Attend

Restriction Period:

No restriction v

Time restriction before session start to cancel a booking

During restriction period:

Disable 'Unable to Attend' v

Featured Voucher Packages

You might want to add some restrictions for your customers to cancel a
lesson and click ‘unable to attend’



Unable to Attend

Restriction Period:

[30 minutes V]

Time restriction before session start to cancel a booking.

During restriction period:

Disable 'Unable to Attend' v

Dashboard

Featured Voucher Packages

People

Those packages will be shown prominently on the homepage for easier

access.
Sessions
For All Customers:

*Aqua - 10 Sessions | = Aqua Casual x

Waiting List

For Regular Customers:

POS

Issues
Featured Voucher Types

Reports Customers will be able to use packages for those voucher types to buy them
and book sessions.

CD Settings For All Customers:

Tl

u For Regular Customers:
e

| ®School Holiday Programme x

e This displays your voucher packages, such as lap swimming or aqua
e Select the appropriate voucher type

Featured Voucher Packages

Those packages will be shown prominently on the homepage for easier
access.

For All Customers:

*Aqua - 10 Sessions | = Aqua Casual %
Dashboard

For Regular Customers:

People

Sessions
Featured Voucher Types

Waiting List Customers will be able to use packages for those voucher types to buy them
and book sessions.

POS For All Customers:

Issues

For Regular Customers:
*School Holiday Programme *
Reports
CD Saids Design & Content
Page style:
Y [udio Yellow v
reo ey ) U o Yello

~

Accounts Menu Logo:

e You can display voucher types, such as school holiday programs on the
customer accounts dashboard page

o Select the appropriate voucher type (this can be for all customers (new and
existing) or just regular customers
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Featured Voucher Types

Customers will be able to use packages for those voucher types to buy them
and book sessions.

For All Customers:

Dashboard
For Regular Customers:

People *School Holiday Programme

Sessions

Design & Content
Waiting List Page style:

[udio Yellow v

POS

Accounts Menu Logo:

Currently U clear

|ssues Change: | Choose file | No file chosen

Max Size: 2MB. Max Width: 500px. Height must be between: 50 and 100px.

Reports Sign Up page text:

Paragraph v 9

B
GSettings = Vi v A v o T

S o~

Tl

~

- Select packages that will be available for purchase in the Portal / App

— Select your page style (the colour that will show on the sign up/login page and
the top banner where the tabs are located)

- You can also upload your logo (please note the size required) which will
appear on the top right-hand side of customer accounts

- Add sign up text to communicate with your customers on the sign up page

- Add login page text to communicate with your customers on the login page
(this text will appear in the grey box underneath the login fields)

- Contact your web developer if you want to add head script - this allows you to
add your own code into the tag on every page of customer accounts

Design & Content

Page style:
Udio Yellow A

Accounts Menu Logo:

Currently: O clear
el Ch:m:_.c Choose file [N file chosen .
Max Size: 2MB. Max Width: 500px. Height must be between: 50 and 100px.
People Sign Up page text:
Paragraph v 2 B I == ==
Sessions Evizy AvS T B
Waiting List Welcome to Penguin School &
]
POS
Issues Login page text
Paragraph v BI == =E
Reports
EviEY Av2EVL &
@ Settings By signing up to Penguin School, you are agreeing to the
payment dates.
Help Center
(C]

Customer accounts head script:




e Add your terms of services, both for your business and payment provider if using, as
well as your privacy policy

e There s also a field to add a payment method disclaimer if you wish to

e This information is displayed on your customer portal sign up/sign in page and when
your customer is entering their direct debit details

Terms of Service & Privacy Policy
Terms of Service for your business:

Paragraph v (') f')

Dashboard
{Enter business terms of service here]

People

Sessions
®

Terms of Service for your Payment Provider(s):
Waiting List
& Paragraph v & o B I

o viZv Av#e VL &

[Enter DDR agreement here]
Issues

Reports
0 Settings Privacy Policy:
Paragraph ~ L) (—) B I == ==
U Eviz vy AV T &
~
Privacy Policy:
Paragraph v | § B I = ===

Evizvy Av2g v L F

Dashboard [Enter Privacy Policy here]

People

Sessions
Payment Method Disclaimer:

~
L1
[1[I]
il
Il

WaitingList Paragraph v 6 2 B

EviEY Ave L

X

POS
[Enter payment method disclaimer]

Issues

Reports @

q Will be shown before links to Terms of Service and Privacy Policy in
CD Settings X
Customer Accounts.

Analytics & Page Tracking

Google Tag Manager ID (GTM-XXXXXXX):

- With a Google Tag Manager ID, you can track visits to your customer portal
through Google Analytics (please refer to Google Analytics documentation on
how to achieve this); this tag will be present on all customer portal pages
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- The online booking analytics snippet is the script included in the booking
summary page that shows once online enrolment is complete (please refer to
Google’s help materials on how to set up analytics script)

Analytics & Page Tracking

Google Tag Manager D {GTM-X3O000X):

GTM-M7MN3IWS8

Online Booking Analytics snippet:

<script>

if (dataLayer) {

consolelog("Pushing™);
datalayer.push({’bookingQtyCount"

{{purchases |length}} 'event"'bookingComplete’});

}

<fscript>

&
Enter HTML fragment that will be output on Enroll Thank you page. It will be rendered
as a Django Template. Context includes "purchases" and "bookings" lists. Contact us for
more information.

You can communicate information to your customers via notices in the portal. Notices sit at
the top of the page on the dashboard/landing page. You can target notices by facility and
courses.

e Select‘Add New Notice’in the top right corner

e Add atitle and content, along with the appropriate facilities, courses, start date and
end date

e Include an optional attachment for customers to download

e Click ‘Confirm’

Customer Notices Add New Notice

Title Facilities Courses Show
Dashboard Any Any from Thursday 14th November 2019 Edit = Delete

Training Town Babies 2 & from Wednesday 2nd October 2019 Edit = Delete
People

Term-based Level 1
Term Based _ from Monday 23rd September 2019 Edit | Delete
Sessions erm Based Level 2 ’

Shine Early Intervention Any from Wednesday 28th August 2019 Edit  Delete

Waiting List

Babies 1 &

Babies 2 &

Toddler 1 &

Toddler 2 &

Issues Transition ¥§
Level 1 o#

Training Town Level 2 & from Wednesday 3rd July 2019 Edit = Delete

Reports Level 3%

Level 4 %

Level 5 &

Settings Level 6 &

Level 7 &

Pl Squad Beginner &

~ Training Town Level 6 & Monday 29th April 2019 - Wednesday 29th May 2019 Edit | Delete

POS
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Add Notice
Title:

Closure date

Content:

Dashboard
Please note that we are closed on 26/01/22 for Australia Day. We will
reopen from 7am on 27/01/22.

People

Sessions

Waiting List

H2E You can include links in the content, they will be automatically converted to

be clickable.

Issues Facilities:
*Training Town x
Reports
Courses:
= Babies 1 # || xBabies 2 -* | =Toddler 1 € | xToddler 2 & x

Settings
=Transition ¥ | xLevel 1 # | xLevel 1/2 | xLevel 2 & | xLevel 3§
xLevel 49 | xLevel 5 & |xLevel6 & |xLevel7 &

%Squad Beginner & | *Squad Intermediate & | xSquad Gold &

e Tap ‘Edit' to any notice to make changes, or ‘Delete’ to permanently remove a
notice

Customer Notices Add New Notice

Title Facilities Courses Show
Dashboard Any Any from Thursday 14th November 2019 Edit || Delete

Training Town Babies 2 & from Wednesday 2nd October 2019 Edit || Delete
People

Term-based Level 1
Term Based ve frhased eve from Monday 23rd September 2019 Edit || Delete
Sessions erm Based Level 2

Shine Early Intervention Any from Wednesday 28th August 2019 Edit | | Delete

Waiting List

Babies 1 &
POS Babies 2
Toddler 1 €
Toddler 2 &
Issues Transition ¥
Level 1 #
Training Town Level 2 & from Wednesday 3rd July 2019 Edit | | Delete
Reports Level 3%
Level 4 ¥
" Level 5 &
Saidns Level 6 &
Level 7 &
? Squad Beginner &

~ Training Town Level 6 & Monday 29th April 2019 - Wednesday 29th May 2019 Edit = Delete

Terms are only used for term-based programs. If your business is perpetual, please skip
this section.

To add a new term:
e Click on Terms’ followed by ‘New Term’
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Dashboard
People
Sessions
Waiting List
POS
Issues

Reports

9 Settings

Help Center

Dashboard
People
Sessions
Waiting List
POS
Issues
]
Reports

9 Settings

Help Center

Enter the start and end date of the term
Select the re-enrol policy, facilities and courses

Click ‘Confirm’

Terms

Term Facilities
0 weeks Activated Term Based
8 weeks Activated Term Based

7 weeks Activated Term Based

9 weeks Activated Term Based

9 weeks Activated Term Based

Based
9 weeks and 6 .
Activated

days Based

11 weeks Activated  Fit2Swim testing

New Term

Add Term
Start date:
07/02/2022
End date:
15/04/2022
Last day of term (dates are inclusive).

Re enroll policy:

0 weeks Activated Term Based
. Fit2Swim testing, Term
10 weeks Activated 5
Based
Fit2Swim testing, Term
10 weeks Activated e

Fit2Swim testing, Term

\Re-enrcll all customers and staff. Raise fees immediately. v

Facilities
& Term Based Select All None
O Training Town

Courses:

B Term-based Level 1 Select All None

(JTerm Based Level 2

Check the data before submitting the form
Term activation will start in 1 hour

After the activation start it won't be possible to update the details of the new
term. It maybe very difficult to undo the changes, so please ensure data is
right before process start

Courses

Term-based Level 1, Term Based
Level 2

Term-based Level 1, Term Based
Level 2

Term-based Level 1, Term Based
Level 2

Term-based Level 1, Term Based
Level 2

Term-based Level 1, Term Based
Level 2

Aqua

Term-based Level 1, Term Based
Level 2

Term-based Level 1, Term Based

Level 2

Term-based Level 1, Term Based
Level 2

Term-based Level 1, Term Based
Level 2

Re-enroll all customers and sta

Re-enroll all customers and sta

Re-enrall all customers and sta

Re-enroll all customers and sta

Re-enroll all customers and sta

Re-enroll all customers and sta

Re-enroll all customers and sta

Re-enroll all customers and sta

Only create sessions, do not re:
bookings

Only create sessions, do not re:

bookings

New Term

ff, Raise fees immediately.

ff. Raise fees immediately.

ff. Raise fees immediately.

ff. Raise fees immediately

ff. Raise fees immediately.

ff. Raise fees immediately

ff. Raise fees immediately.

ff. Raise fees immediately.

enroll staff, cancel all regular

-enroll staff, cancel all regular

Prior to each term, you will create the new term; depending on what you've set up for
re-enrolment, your sessions and/or customers will be duplicated into the new term.

Please note: when you create the new term, the invoices will be raised and if your business
has direct debit, the outstanding invoices will be ‘paid’ within 6 hours.

A booking type may be a student, teacher, coach, manager on duty, etc and you have the
flexibility to add/edit these different types.
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Click on “Configure booking types’ and select ‘Add New Booking Type’



Dashboard
People
Sessions
Waiting List
POS
Issues

Reports

9 Settings

Help Center

Dashboard
People
Sessions
Waiting List
POS
o Issues

Reports

8 settings

Help Center
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Add the name
Tick if this booking is for staff members and if you want to mark as attended
on booking (generally, this is for recreational bookings)

Click ‘Confirm’

Booking Types

Booking Types

Add Booking Type
Name:

Supervisor

Automatically mark as attended on booking:
m]

Staff member (Warning: can not be changed later):

Customer

Customer

Customer

Customer

Customer

Customer

Customer

Customer

Move

Move

Move

Move

Move

Move

Move

Move

Move

Move

Move

Click on ‘Edit’ and make the necessary changes

Click ‘Confirm’

Edit

Edit

Edit

Edit

Add New Booking Type



Booking Types Ad New Baoking Type

Customer Move | Edit
Dashboard Customer Move | Edit
People Customer Move | Edit
Customer Mave | Edit
Sessions
Customer Move Edit
m Waiting List
Customer Move | Edit
POS Customer Move  Edit
Issues Customer Move | Edit
]
Reports
Staff Move  Edit
9 Settings Staff Move  Edit
Help Center Staff Move  Edit
Staff Move  Edit
Staff Move  Edit

If you want to rearrange the booking types, simply:

- Click and hold the ‘Move’ button
- Move the booking type to where you want it to be

Booking Types Add New Boking Type

Customer Move | Edit
Dashboard Customer Move | Edit
People Customer Move | Edit
Customer Moave | Edit

Sessions
Customer Move | Edit
e Customer Move | Edit
POS Customer Move | Edit
o) Issues Customer Move | Edit

Reports

Staff Move  Edit
8 Settings Staff Move | Edit
Help Center Staff Move  Edit
Staff Move  Edit
Staff Move  Edit

Udio’s inbuilt email system allows you to set up multiple email and SMS templates that will
automatically trigger for certain events. You can also send out specific emails and texts to a
select group of people.

We've dedicated a whole training guide to setting up, sending and tracking email and SMS
notifications - you can access it here.
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https://www.udiosystems.com/school-management-software/udio-training-manuals

Udio has many different events that can trigger an email to the customer; it then records
the event activity on the ‘people’ page or ‘activity report’. You can create emails for all or
some of these events, and separate ones for different facilities, such as the welcome email.
Each trigger includes a short description.

Event: Category:
v Filter
Dashboard
People EAShow all Email Events > Show all SMS Events
Sessions Bookings: First Booking in Course
Customer was booked into the Course for the first time.
Waiting List

Email
POS - —

Disabled: Assessment Babies 1 & Babies 2 & Level 1 # Level 2 & Level 3% Level 4 ¥ Level 5 & Level 6 & Level 7 &
| SH - Breaststroke SH - Butterfly SH - Level 1 SH - Level 2 SH-Level 3 SH - Level 4 SH - Level 5 SH - Transition Squad Beginner &
ssues

Squad Gold & Squad Intermediate & Toddler 1 Toddler 2 & Transition ¥ + | Add Email.

Reports
€ settings Bookings: First Booking in Facility

Customer was booked in the facility first time.

Email

Use email templates to set up a template that you are manually activating, either
individually or as a group email.
- Go to ‘email templates’ under ‘emails & notifications’ and click on 'new template'
- Add a template name and email subject, followed by your email body
- You can include any links to websites and tags from the list.
- Once created, click ‘preview to see how the customer will view it
- These templates can then be sent from the customer’s people page or in bulk
under 'send emails'
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Email Templates

New Template | Show Removed

Email templates

Dashboard

Template Name Last Edited By Last Edited Actions
People Account Notification Template 27 sue.doncon@udiosystems.com 17/02/2020  Edit | Preview Remove
Sessions Booking Summary sue.doncon@udiosystems.com 26/11/2020  Edit = Preview Remove

Booking Summary 1 sue.doncon@udiosystems.com 26/06/2020  Edit | Preview Remove
Waiting List

a

Congratulations on your Achievement sue.doncon@udiosystems.com 07/08/2018 Edit | Preview Remove
POS

Customer Accounts Signup Information dmitry.ulupov@udiosystems.com  26/02/2020 = Edit | Preview = Remove
Issues : ) . ) .

Design a Team Name and Graphic for your School  sue.doncon@udiosystems.com 08/02/2018 Edit = Preview = Remove
Reports Invoice outstanding (14 day) sue.doncon@udiosystems.com 26/08/2021 Edit = Preview Remove

LU Email Template

Hayley Yager

Edit email template

Name:
Dashboard Missed 2 Bookings
People Email Subject:
Missed 2 Bookings Insert Tags v
Tewelianiz Email Body:

Paragraph v 9 ¢ B I

= viEv AV 2 T J) Insert Tags
Waiting List
Hi {{ person_first_name }},

POS
We've missed you at your last couple of swimming classes, we hope everything is alright.

We understand life can get messy - especially busy family schedules, so if you need help selecting a better class time we're here to
help.

Issues

>> Need help selecting a new swimming class time?
Our team can help with moving class booking, get in touch now.
See you on pool deck soon,

Training Town

Sessions

Waiting List

POS X

Issues « Go back

Reports
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Missed 2 Bookings

[Example Person]

8

PENGUIN

Hi [Person (Recipient) First Name],
We've missed you at your last couple of swimming classes, we hope everything is alright.

We understand life can get messy - especially busy family schedules, so if you need help se-
lecting a better class time we're here to help.

>> Need help selecting a new swimming class time?
Qur team can help with moving class booking, get in touch now.
See you on pool deck soon,

Training Town

This email is from Udio, which is using Udio to manage your bookings.
u Unsubscribe or manage subscriptions for email@example.com

Before you start, make sure you have created the template for the email you want to send.

— Click on ‘send emails’ under ‘emails & notifications’ and then ‘send emails’ again
on the next page which shows all completed and cancelled emails

- Select the relevant email template, update the event type (general notification,
important or marketing) and who to send to if required, then click ‘proceed’

— Click on the magnifying glass and select your filters, update and click ‘filter’

— Scroll to the bottom of the page to continue and click ‘proceed’

— The next page allows you to check the information one last time

- To avoid sending thousands of emails in error, we require you to enter the
number of email recipients you are about to send to

- You will now have a paginated view of all emails sent via mass email, including
the number of recipients and the status (completed, running, cancelled)
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Dashboard

People

Sessions
Waiting List
POS
Issues

Reports

€9) Settings

Dashboard

People

Sessions

Waiting List

POS

Issues

Reports
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Mass Emails

Send Emails |

Date

19/11/2021 13:38
AWST

17/11/2021 15:38
AWST

17/11/2021 11:01
AWST

12/11/2021 13:20
AWST

11/11/2021 15:22
AWST

02/09/2021 11:55
AWST

04/06/2021 09.46
AWST

=

Email Address
None

None

[ Filter

Status

Completed

Completed

Completed

Completed

Completed

Cancelled

Completed

Choose Recipients

And continue below

Person Details:

Recipients Done Subject

138

44

Feed back for Lynda

Come on

This weeks
homework

don't come next
week

Test Email

June's Newsletter

June's Newsletter

Send Mass Emails: Recipients

Person

RGN WA

Aaisha Minty

Label Created

Notification about Level 4 “§ .

19/11/2021 sue.doncon@udiosystems.com
Notification about Level 7 &
1711172021 sue.doncon@udiosystems.com
Notification about Level 3 ¥

sue.doncon@udiosystems.com
17/11/2021

Notification about Transition ¥

sue.doncon@udiosystems.com
12/11/2021

Notification about Level 5 &
sue.doncon@udiosystems.com

11/11/2021
sue.doncon@udiosystems.com
- sue.doncon@udiosystems.com
Facility First Booking First Purchase
Training Town 26/03/2014 26/03/2014



Dashboard
People
Sessions
Waiting List
POS

Issues

Reports

Dashboard
People

Sessions

Waiting List

POS

Issues

Reports

P P e

kb1@mailinator.com Aiden Barker Training Town

d+test@ud.io Ainslie Boland Training Town

Next

Results 1 to 10 of 485-Page 1 of49-

Continue To Confirmation

Template: June's Newsletter Change
Type: Marketing Email
Send: Send to every person on the list

Found Recipients: 485

Send Mass Emails: Confirmation

Confirm Mass Email

Template:

June's Newsletter

Type:
Marketing Email

Send:
Send to every person on the list

Recipients:

485

Number of Recipients:

As a precaution please enter number of recipients shown above.

Send 485 Emails — Cance

01/11/2017

19/11/2016

You can set up SMS templates the same way you set up email templates.

- Select ‘New Template’

- Give your template a name
- Write the body of the text, including any merge tags (such as first name)
- Click ‘Confirm’

Note: SMS’ are charged on a length basis, where one SMS credit equals 160 characters

(max). For example, if each SMS costs 10¢, an SMS of 180 characters will cost 20c as it uses
two SMS credits.
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SMS Templates New Template | Show Removed

SMS templates

Dashboard Template Name Last Edited By Last Edited Actions

Emjoi sue.doncon@udiosystems.com 02/11/2021 Edit | Remove
People

Lesson Cancelled sue.doncon@udiosystems.com 20/09/2021 Edit | Remove
Sessions

Phones at Udio sue.doncon@udiosystems.com 06/09/2021 Edit | Remove

Waiting List Testing characters sue.doncon@udiosystems.com 24/09/2021 Edit | Remove

POS Testing SMS sue.doncon@udiosystems.com 03/09/2021 Edit | Remove

Issues

Reports

CD Settings

o~
u

~

SMS Template

Edit SMS template
SMs Template Name:

Dashboard
Lesson cancelled

Peaple SMS Body
Hi {{ person_first_name } Due to current weather conditions, we have had to cancel your lesson today.

Sessions Insert Tags v

®

p
Waiting List

POS

Issues

Reports

0 Settings

Once you've created your SMS template:

- Click on ‘Send SMSs’

- Select the relevant SMS template, update the event type and select whether to
send to bill payers only or everyone on the list, then ‘proceed’

- Click on the magnifying glass to select your filters and click filter’

— Scroll to the bottom of the page to check the information, including the template
selected and click ‘proceed’ (note: there is one more confirmation step before the
SMS sends)

- The final page shows the number of recipients, the number of SMS credits
remaining and the number that will be used; enter the number of phones as
prompted and 'send SMSs to x phones'
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Mass SMSs send sMiss

Date Content Status Recipients Label Processed Created
Selected
Dashboard
! 1/11/2021 1524 Test SMS for Megan Completed 1 hOl\f\(Btl?W aboutLevel 5 & 1 sue.doncon@udiosystems.com
AWST 11/11/2021
People
13/09/2021 14:18 H 2rson_first_name
h i {{ person_first_name } Completed 1 1 ellis.xanthis@udiosystems.com
. AWST D.
Sessions
08/09/2021 14:32 Hi {{ person_short_name }} N .
AWST Completed 1 1 sue.doncon@udiosystems.com
Waiting List
m g
/ . . N
06/09/2021 12:51 Hi{{ person_short_name }} Completed 4 - 4 sue.doncon@udiosystems.com
POS AWST
06/09/2021 12:45 H n_short
|t person_short_name 3} Completed 4 - 4 sue.doncon@udiosystems.com
Issues AWST
06/09/2021 12:22
Reports AWST This is a test SMS 03.09.21 Completed 3 - 3 sue.doncon@udiosystems.com
€ settings Results 1t0 6 of 6

Send Mass SMSs: Settings

Choose Template

Sms template:

Dashboard |Lesson Cancelled ~|
Event type:

People |Genera| notification SMS v
send

Sessions |Send to every person on the listv

@ Waiting List |

POS
Issues

Reports

€3 settings
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Udio

Hayley Yager

Dashboard

People

Sessions
a Waiting List

POS

Issues

Reports

9 Settings

Help Center

LS

~*

People
Sessions

o Waiting List

People
Sessions

o Waiting List

Reports
€) Settings

Help Center

Dashboard
People
Sessions
Waiting List
POS

Issues

Reports

G} Settings
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Send Mass SMSs: Recipients

Choose Recipients

Course: Facility: Boakings Weekdays:
(-8 Babies 1 v Training Town - Monday v
Future Bookings: Person Details:
Have futs v
Filter
Person Facility First Booking First Purchase
14/01/2016 /2021

Audria B Training Towr 03/06/2019 31/05/2019

Buddy Bobby Training 19/03/2018 16/03/2018

Carmel Kuhl Training Towr 2019 5/03/2019

Curnin Franks aining Tow 25/04/2018

Freda Hickson raining Tows 27/04/2020 20/04/2020

Gwe raini 06/08/2018 31/07/2018
Traini 09/08/2021 04/08/202

Lashlon Almy Training Towr 16/11/2020 /1172020

Laurel Bee Training Tow 20/06/2019 19/06/2019

Results 1

Next

0of12-Page 1 |of2

Continue To Confirmation

Template:

Type:
Send:

esson Cancelled

G notification SMS

Send to every person o

Found Phones: 10

Send Mass SMSs: Confirmation

Confirm Mass SMS

Template:

Lesson Cancelled

Type:
General notification SMS

Send:
Send to every person on the list

Recipients:
10 recipients have a valid phone; estimated 10 SMS credits will be
consumed

Number of Phones:
10

As a precaution please enter number of phones shown below.

Send SMSs to 10 phones

You have 113 SMS credits remaining. Estimated 10 will be consumed



You can manage your customer's email opt-outs from the email editing page on the person
details page (when you click on the curved icon next to the email address).

M |SS Jaye Ba kken Contact Details Add Detail ¥

Send emails v  Edit Profile ~ Remove Person  Login v 5551234 [andline

bakken@mailinator.com
customer accounts login change password

Dashboard ﬂ @ @ WA 6158

1 People Regular Booking Voucher Booking Add Purchase Make Payment
Customer Contact Contacted
Last Contact: 966 days ago
Sessions
. Relationships Add person
Waiting List Member Details
Shirl Bakken
Date of birth 3 years 2 months
POS family
Card ID Manage Membership cards bill payer
5551234
Issues bakken@mailinator.com
Payment Method Unavailable Manage Payment Methods -
Cecil Bakken
Reports Achievements View Achievements family
5551234
Settings Course Completion View Completion Records bakken@mailinater.com

Manage Emails Subscription

bakken@mailinator.com

v
Bookings: [Subscribed v/
Marketing: |Subscribed v
General: Subscribed v
Waiting List:
Important:

Some messages are very important and must always be enabled.

Update Subscriptions \

There are two places to view a customer’s events and activity.
e Click 'view activity' on the person's details page or 'all activity' in the 'reports
section'
e Inthose sections, you can see all the events that happened for a particular
person or for everyone in your database
e For each event, you can also see if emails were sent and to which email
address
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e If a customer asks you to resend a payment receipt or send an email to a
different address, you can do so within the activity list by clicking the email link

under ‘actions’

View activity on person page

=

=

=

customer accounts login change password

Customer Contact Contacted
Regular Booking Voucher Booking Add Purchase Make Payment Last Contact: 1145 days ago
Relationships Add person
Dashboard
) Clora Pelham
Member Details
! People family
Date of birth 8 years 1 month bill payer
Sessions 0404 414 646
Card ID Manage Membership cards clora@mailinator.com
iti i . Neil Pelh
{35 ] Waiting List Payment Method Unavailable Manage Payment Methods fel/ﬂ
amily
. . 5 0404 414 646
POS Achievements View Achievements clora@mailinator.com
Course Completion View Completion Records
Issues Health Issues Add Issue
Personal Results 3PBs View Results No health issues.
Reports
Activity View Activity Qualifications Add
Settings No qualifications recorded.
Billing Account View Billing Account
Nntac Add Note v
Events: Faciity: From: Until:
_________ v
Course: Origins: Category: Person:
v| |Alvera Pelham v
Dashboard
Filter
People
Sessions Date Facility Person Event Course Origin Actions
22/11/72021 Training B s: First , . &
sl -« Level 1 # Automatic
Waiting List 09:00 Town Booking In Course
22/11/2021 Training Bookings: Regular k2 Level 1 # Staff &
POS 09:00 Town Booking Moved o Member
22/11/2021 Training General: Course Transition &~
Issues ¥ Auty t
o 09:00 Town completed = * utomatic
B Reports 16/11/2021  Training Bookings: New Transition  Staff -
15:53 Town Voucher Booking * Member
Settings 16/11/2021 Training Bookings: Unable to Transition  Staff =
15:34 Town Attend b Member
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Dashboard

@ reople

Sessions

Waiting List

m g
POS
Issues

Reports

Settings

Email

Send Again
Facility: Training Town
Person:
Event: 3ookings: First Booking In Course
Course: Level 1 #
Result: Sent
Email: clora@mailinator.com
Created: 22/11/2021 09:00
Due: 22/11/2021 09:01
Processed: 22/11/2021 09:01
Subject: Welcome to Level 1

Welcome to Level 1

Welcome to Level 1,

Level 1 can be a very challenging class for some children as they are accustomed to swimming in the deep
water in our “Swim and Play” program and now they are being asked to stand in the pool by themselves, or if

it's your child's first lesson they may be apprehensive about what is expected of them

3726/trigger/

Dashboard

9 reople

Sessions

Waiting List

m g
POS
Issues

Reports

Settings

Event: Bookings: First Booking In Course
Course: Level 1 #

Result: Sent

Email: clora@mailinator.com

Created: 22/11/2021 09:00

Due: 22/11/2021 09:01

Processed: 22/11/2021 09:01

Subject: Welcome to Level 1

Send or Re-send Email
Email address:

thepelhams@mailinator.com

Confirm email address:

thepelhams@mailinator.com

Add:

Send email, do not save this email address v

View activity across business
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People

Sessions

= Waiting List

POS

Reports

People

Billing



Events

Facility:

Events: From: Until:
Training Town v 01/11/2021 21/11/2021
Dashboard
Course: Origins: Category:
People General v Filter
Sessions
Date Facility Person Event Course Origin Actions
o Waiting List 19/11/2021  Training General: General Staff =
16:23 Town notification Email Member
POS General:
19/11/2021 Trainin, o Babies 1 )
2 Achievement ¥ N Automatic &
14:50 Town completed
Issues -OmE
General: .
a 19/11/2021 Training Ack ; Babies 1 Aut i
chievemen utomatic
Repor‘ts 14:50 Town &
completed
Settings 19/11/2021  Training General: General Staff =
13:38 Town notification Email Member
daniel@udiosystems.com instructor X
development@thecut.net.au development@thecut.net.au x
di.palmer@stateswim.com.au superviso v
Dashboard dmitry.ulupov+abc@udio.systems v
dmitry.ulupov+hey@udiosystems.com instructo v
People
dmitry.ulupov@udiosystems.com administrators v
Sessions
elena.williams@thecut.net.au X
@ Waiting List ellis.xanthis@udiosystems.com ellis.xanthis@udiosystems.com administrators ] v
POS hasan.rayan@udiosystems.com administrator X
hayley.yager@udiosystems.com administrator. v
Issues
instructor20@mailinator.com instructor v
Reports
instructor35@yourbusiness.com instructa v
Settings
instructorno1@mailinator.com instruct v
Help Center instructorno4@mailinator.com instructol v
instructorno6@mailinator.com instructer v
instructorno8@mailinator.com ( instructor v

J

This part of the setup allows you to input categories to help you categorise your customers'
health conditions. You can add, edit and update health conditions; for example, you might
choose to have just two categories: medical and allergies.

For a faster setup, we've pre-populated this section with some data.

e From settings, click ‘Configure health condition categories’
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e Click ‘Add new category’
e Addin the name and ‘Confirm’
e Repeat for all categories

Health condition categories

Add New Category

Dashboard Name

Edit

People

Edit
Sessions.

Edit

Waiting List
m g

Edit

POS
Issues

Reports

0 Settings

e From the ‘Configure health condition’ categories click on ‘Edit’ and change the
name

Health condition categories

Add New Category

Dashboard Name

Edit
People '

Edit
Sessions.

Edit

Waiting List
[} g

Edit

POS
Issues

Reports

CD Settings

o~
roweren BY ) U (
~

This setting enables you to add health conditions, e.g. asthma, allergies, seizures, etc.

e From settings, click ‘Configure health conditions’ then ‘Add new health condition’
82
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e Enter the name of the health condition

e Choose the category or categories that the health condition belongs to (from
step 1.1)

e Click ‘Confirm’

e Repeat for all health conditions

Health conditions

Add New Health Condition

Dashboard Name Categories Count
Paae medical \ 4
[ medical \ 4
Sessions b
food 6
Waiting List
a allergies 9
POS
21
Issues medical |
Reports | medical | 1
I 16
@ Settings .
dical | 4

Condition

Add condition

Name:
Dashboard TS
Categories:
People
2 Allergies
Food
Sessions. Medical

Vaccination Information

Waiting List
m g

Description

Student is allergic to peanuts - her nanny always carries her EpiPen.

POS

Issues

Reports

9 Settings o

e From the health conditions page, click on the name of the health condition
you need to edit
e Update the information and click ‘Confirm’
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This setting enables you to add, edit and update the qualification types for your staff,
allowing you to store all the relevant information for easy access.

e From settings, click on ‘Configure qualification types’
e Select ‘Add qualification type’

e Type in the name and a description if required

e Click ‘Confirm’

e Repeat for all qualifications
Qualification types

Add Qualification Type

Dashboard Name Count

People

Sessions.
Waiting List 1
[a] g

POS

Issues

Reports

0 Settings

Qualification type

Add Qualification type
Name:

Dasilitans Senior First Aid

People Description:

Completed Dec 21.

) Renew Dec 22.
Sessions

Waiting List
POS
Issues £

Reports

T ' G} Settings

f Help Center
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e From qualification types, click on the name of the qualification you need to
edit
e Update the information and click ‘Confirm’

Customer data can be extremely useful for marketing, advertising and public relations
work. Udio can help you gather this important feedback by prompting your staff to ask
customers targeted questions, such as “where did you hear about us?’ or “why are you
leaving?’ You can then view the answers under ‘reports.’

For a faster setup, we've pre-populated this section with some data.

- From settings, click on ‘Configure survey questions’
- Click on ‘Add new question’

- Choose from the scenario and type in the question
- Add another under ‘Choices’

- Type in the first choice and add another to repeat
- When finished, click on ‘Confirm’

- Repeat the process to add more questions

Survey Questions

Add new question

Dashboard Scenario Question Active
Customer Self-Signup How did you hear about us? v Edit

People

Joining How did you hear about us? v Edit
Sessions

Leaving Why are you leaving? v Edit
Waiting List
POS

Issues

Reports

G} Settings

C)
powerep BY ) L
™

e From ‘configure survey questions’, click on ‘Edit’

e You can untick ‘enabled’ to disable the question or choice or add another
choice

e Click ‘Confirm’when edit is complete
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Why are you leaving?

Edit question

Scenario:

Dashboard |Leaving v

Question:

People

Why are you leaving?

Sessions Enabled:
Waiting List

POS Choices
| Choice:
ssues

Booking Error
Reports Enabled:

0

C{) Settings

Questions can be deleted if there are no prior answers, otherwise, you can just disable
them.

From ‘configure survey questions’, click ‘Delete’
Click ‘Confirm’to delete the question

Survey Questions

Add new question

Dashboard

Scenario Question Active
-Sj i v s
People Customer Self-Signup How did you hear about us? v Edit
Joining How did you hear about us? v Edit
Sessions
Joining Example v Edit | Delete
Waiting List
Leaving Why are you leaving? v Edit

POS

Issues

Reports

9 Settings
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After you've purchased the items for self check-in, you can download the app from the App
Store. You will need an iTunes account (this can be a new or an existing account).

— Configure self check-in by going to Terminals’ and clicking ‘Add New Terminal’
- Add the terminal location (e.g. reception, wall, floor mounted, etc.)
- Ensure it's active and click ‘Confirm’

Terminals

Add New Terminal

Dashboard

Location
People

Sessions

Waiting List

POS
Issues

Reports Results 1t0 7 of 7

0 Settings

o~
u

A 4

New Terminal

Add

Terminal Location:
Dashboard

Reception
People
Sessions
Waiting List
POS

Issues

Reports

@ Settings

s
u

~

You'll need to complete the setup on each individual device.

e Setup each iPad’s iTunes account, ensuring the devices have the latest version
of 10S
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e Go to the app store and search ‘Udio Systems’

e Download the app called Check-in Kiosk with the Udio logo

e Enter the email and password for any staff member that can log into Udio
(generic reception email is recommended) for a once-off login

e Select the terminal from the list and confirm selection

e You should now have the yellow scan screen and a box with the image from
the front-facing camera

Here you can edit the terminal settings:

88

e Select whether touch is required
e Enable or disable check-in through the customer portal
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